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The American office needs more and better employees 
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© GF Co. 1954 


Revolution in office furnishing- 


GF's “Sierra’ package 


This beautifully furnished private office can be 
yours complete, for less than the cost of a lower priced car 


Put yourself in this handsome office . . . 
the GF ‘Sierra’. It's ready for you to- 
day. It’s just as you see it here . . . a har- 
monious ensemble of 13 pieces of modern, 
colorful GF metal office furniture. 


Never before has an executive or pro- 
fessional man been offered a complete 
private office reflecting such a satisfy- 
ing combination of beauty, good taste, 
efficiency and reasonable cost. 


Desk and console are the famous GF 
Mode-Maker in Manila Tan. Their 
Textolite tops last a lifetime, never chip- 
ping, scratching or staining. The desk 
swivel chair is a Goodform Comfort 


Master Deluxe. It adjusts to your indi- 
vidual need for maximum working com- 
fort. All chairs, including the sectional 
lounge, and table and desk trim are of 
color-anodized aluminum. Its rich 
bronze-gold finish is not just painted 
metal . . . GF’s anodized color actually 
goes deep into the light, sturdy alumi- 
num. Chairs are cushioned with luxur- 
ious foam rubber, richly upholstered in 
beautiful, long-wearing fabrics. 


This GF “Sierra” not only costs less 
than a new automobile; it will last for 
a business lifetime. Its classic lines will 
keep it a showpiece through the years. 


Good metal business furniture is @ good investment 


See the “Sierra” package office for 
yourself! For more information, includ- 
ing specifications and the address of our 
showroom nearest you, where you can 
see this office completely set up, write 
today to The General Fireproofing Co., 
Dept. 0-32 Youngstown 1, Ohio. 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS + GOODFORM 
ALUMINUM CHAIRS « SUPER-FILER 
MECHANIZED FILING EQUIPMENT « 
GF ADJUSTABLE STEEL SHELVING 
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PHILADELPHIA 
TO BALTIMORE 


55¢ 


CLEVELAND 
TO PITTSBURGH 


TO HOUSTON 
$1.05 


SEATTLE 
TO NEW YORK 


$2.50 


These ue the daytime Station-to-Station 
rates for the first three minutes, They do not 
include the new, lower federal excise tax 


Long Distance doesn’t cost—it pays 


‘These competitive days, executives everywhere 


are turning to more productive selling methods. 


At the top of the list is Long Distance 


Here are some of the reasons why 


Long Distance ts fast. Tt will take vou North, 
South, Mast and West m a matter of minutes, 
So you can keep in regular touch with even the 


most widely scattered customers and prospects 


It is personal. Like a face-to-face visit, 
it gives you the advantage of frendly twoowas 
discussion, helps to prevent muisunderstandings, 


builds good will 


And rates are low —much lower, we find, 


than most people think 


We have some specific suggestions for the profitabl 
use of Long Distance in Sales, Purchasing, Admin 
istration, Traffic, Production, kengimecnng and 
Accounting. A call to your Bell Telephone Business 
Office will bring a representative to discuss them 


with you 


Call by Number. It’s faster. 
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BELL TELEPHONE SYSTEM BA 
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IN THE 


completion ot 


NEAR FUTURE, on 
Office Manage- 
“Office of the 


Year” Awards survey, six more 


ment’s annual 
American offices will be added 


to the roster of those already 


honored by this magazine for 
outstanding achievement in each 
year's group of new or remodeled 
offices. 

It is well to remember that the 
othces so honored go on year 
atter year to show in actual per 
formance the functional value ot 
the design, layout, and equipment 
they possess——- most notable re- 
cent instance being United States 
Steel's pioneering work on office 
automation. There will be more 
stories along these lines of mod 


ern performance! 


management 


Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year” Awards 


1954 
Volume \\ No. 7 


july, 


in this issue 


To the making of the whole man ( Editorial) 
Employment Agencies—first line of office re- 
cruitment 
by Robert M. Smith 
NOMA conference stresses personne! 
What's best for your office—new building or 
old? 
by Louis J. Glickman 
Accountants’ groups hold June conventions 
Keynote: economy—results: 
Yesterday, today, 
ment 
by Frank A. Rowland 


Case of the month 
by €. O. Vermillion, M.D. 


Celanese opens Charlotte office building 
Integrated data processing for the smaller office 
( Conelusion ) 
Ralph W. Fairbanks 
Semi-annual index 
Tools of the office series 


spectacular 
tomorrow—in office manage- 


ry . . . . 
This month: numbering machines, time 


stamps and recorders, staplers 
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Your office is People 


Save their filing time 


and you'll lower costs 


Is your office plagued by costly 
delays and annoyance in handling 
correspondence, orders and general 
routine? Ask your office people why. 

They, like Shirley Lamb, probably 
will point out the importance of 
modern filing systems. As secretary 
to the President of nationally-famous 
Interstate Bakeries Corporation, 
Kansas City, Mo., Shirley uses the 
streamlined Steelcase progressive- 
suspension filing system pictured 
below. Reliable, day-in-day-out 
companions, these files are part of a 
complete family of Steelcase desks, 
chairs and service units designed, 
engineered and color-harmonized to 
boost employee morale and increase 
efficiency in the modern business office. 

Steelcase files are styled and priced 
to meet the needs of every business. 
Make it your responsibility to learn 
full details from your Steelcase dealer. 
He’s listed under “Office Equipment” 
in the Yellow Pages. Call him today. 


METAL OFFICE FURNITURE CO. 


Grand Rapids + Michigan 


4 


— 


“Tooling Up Your Of- 
fice" is a colorful FREE 
booklet crammed with 
modern office planning 
ideas. Attach your let- 
terhead, mail to Dept.E 


Secretaries’ convention set 
for New York, July 21-24 


Thousands ot 


secretaries all 
parts of the country are expected to 
attend the ninth annual national con 
vention of the National Secretaries 
Association, which will be held at the 
Waldorf-Astoria Hotel, July 21st 
through 24th. It will be NSA’s first 
New York convention. 

Among the scheduled events is a 
luncheon at which the Association’s 
“Secretary of the Year” will be selec- 
ted. The crown will be presented by 
Ann Sothern, star of motion pictures 
and of the “Private Secretary” televi 
sion program. 


trom 


Another feature will be a manage 
ment panel conducted by a group of 
business executives under the guidance 
of Robert Slaughter, vice president of 
the McGraw-Hill Book Co. 

In addition to other events con 
cerned with the professional qualitica 
tions affecting 


secretaries, various 


sightseeing and entertainment 
grams have also been scheduled. 


The Association will elect 


pro 


its 
national officers and will install them 
at the final banquet in the Grand Ball 
room of the Waldorf on the 24th. 

Concurrently with the convention, 
NSA_ will exhibition in 
which tashion, home furnishings, and 
business organizations will participate. 
The exhibit will take as its theme the 
NSA motto, “Better Learning. Better 
Letters, Better Living.” 


new 


conduct an 


Personnel efficiency related 
to office modernization 
The efficiency of an office can be in 

creased from 10 to 30 per cent by carry 

ing out a well-planned program ot ot 
tice modernization, according to a re 
cent survey conducted by the Wood 
Office Furniture Institute, 730 Eleventh 
St. N.W., Washington. 


This improved efficiency, says the In- 
stitute, is a result of reductions in 
worker fatigue, and of increases in eye 
comfort, employee morale, and stream 
lining of work flow. The survey in 
dicated that a well-designed ofhce is a 
definite factor in getting more accurate 
work from personnel, and that in addi 
tion to improving employee efficiency, 
it makes possible more efficient use ot 
office space, a factor which, in turn, 
permits savings. 

The Wood Office Furniture Institute 
sponsors a Certified Office Planning 
Service in 44 major trading areas in 
this country, which is designed to pro 


OFFICE MANACEMENT July, 1954 
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OWalionals popular-priced bookkeeping machine 


that saves money for small or medium-size businesses 
OO, 


Now every business, regardless of size 
(including branch offices), can enjoy the 
advantages of mechanized bookkeeping 
at its economical best. This new low-cost 
National will quickly pay for itself, then 
continue savings as increased annual profit. 
This National front-feed bookkeeping 
machine combines the most desirable auto- 
matic features of much _ higher-priced 
equipment with outstanding speed, sim- 
plicity and ease of operation. It will do 
most of your bookkeeping automatically 
... and what the machine does automati- 
cally the operator cannot do wrong! 


THE NATIONAL CASH REGISTER COMPANY, pvarron 9, onto 


Posting is so simple that anyone can 
learn to operate it in a few minutes. And 
it functions so easily and smoothly that 
operators like to use it. It enables them 
to accomplish more with much less effort. 
For example, Statement, Ledger and Jour- 
nal are all posted simultaneously. No cal- 
culations, no guesswork required—even 
totals print automatically. These are only 
a few of the new machine's advantages. 

And it’s instantly converted into a high- 
speed, Duplex Adding-Subtracting Ma- 
chine that does all kinds of general figure 
work quickly and efficiently. 


949 OFFICES IN 94 COUNTRIES 


July, 1954 OFFICE MANAGEMENT 


You must see a demonstration to 
realize how this machine sets a new 
standard of performance never 
before attained in a bookkeeping 
machine at so low a price! See how 
it will save time and money on your 
work. Call your nearby National 
representative today! 


*TRAOE MARK REG U 6 PAT OFF. 


Waltonal 
ACCOUNTING MACHINES 
ADOING MACHINES + CASH REGISTERS 


> oe a ao... ee 4 SR a | i ee aR ee a a ., See ore as 
™. - 4x gee oe oe eee a = 0h ae 
¥. on ‘ , a ee. ae Damned: . if = i, a iat wae CF aa E \ ‘ ‘4 
———EEE—————— Ee, : " 
pee 4 
ee 
_ . eh 
a ' — ~ Se oy 
: . E ; . reset. 
ee eee ie. a! > oGaeoaee ae > ia 
f a Sed aa a, eT ey. A >| ; . ‘ Rye 
yo aa eo ae os! : Pha . Sie We 
me ee ae ae es are) ater: | 
mi ee a ahs, (+ a ae bos ee ‘ . cay 
7.5 a Tis ses ae ? ==> “~* » A val 
ee Pes Free ; - : ; ” eo = ee 
: . eS Bose : 2 ae a a 7 ee 
ae ee ae - sig a a iia a Fae Me ‘ “4 7 A wit — z 
Soe 2 £ <i a, pe? ae es! aie i # he , yh, 7 
; ae Mis hf ee a a 3 : > Fs. 
b ae a RE. ear: Gi Se 7 Kaien a. pace clit : F oe 
"Ee @ewest te ES “i ee 
. ~4 " ‘y Pe A tr ad Py hae. 
: ‘ na Se ‘ isis Ag of * 
bP ue " iy ee . te ~ . EF cae 
‘ m n ‘ a re “i ae is eh ¢ : | a , 
- money-saver! | \ Joa as 
| aa ey Ate i aa ‘ at ‘os 
a ei oe. ee bes  % Seems “~ ‘ie ee 
3 j e ae: ieee nage. am ee : Be ' ‘ 
ae =o oe eo ee ep es. : tay re ; - EX 
‘Be oe a 2 el iz: ~~ : Pe ae < ‘ie Re é : es ‘ee 
a fit eo ne — | ~ a 
en, 7. eee oe Set i a: | ae) Bae x oy 
vepett he Me yess >. it heals 5 2 saNaay My come! Es m s t Pas ae 
- en uh: wea * ha’, Loe eae wen ; ae eae 
© - 7 i So ates Uden Ae lees rae a ae 
- quent — > 7, Tie ee i os oo Aeode = hee he a 
- —-_ avat . - 2% eee: . ‘ / eh oe eg eee ee 
- a a Dh OF a aan 3 eee 
=" \ ores : — ot aa Fails a aa 7 
a , wale eng en store ee a Gor ye Pe i. : ee cS hee - = 
= zi a ic ORR , g ae ba 
-.” Faas x Maes ae e 
: 4 — = - nie Te ee me eer. : bundy os 
tig «3 = _— ~ 2 a “ees a 
s men ie (age aa = See - " 
— ae = « tt 5 F a.” ; =a ee ie Pi 
me een ; metye z — a ae 
2 ; —S = ” eae “ — * Ca 
* 2 c - 7 . ae ‘a Me 5 : * ap 
s\ a } —— 7 y 5 ‘ ee Whe. ore . SS ae fy we 
j i" sono? Li a a es ie ha ; 4 7 ee ak 
ie oe i. = <u ‘ as om. '. ake pee . ah a 
ee 3 ee * , \ fee a athe See 
Pe at a ‘ eg cu ie es 
a £8 _— se vA ; oe , oe pea) uo 
mae! | Loe Y | ae a ere ee \ ae ae 7 — ao 
y “Sige A ag Pe ae nt . « . a ay 4 4 oer; 1 
a : Sop te . psi * bog | pbs Pee Sie ive 
. ; ‘ me ei Me yan -_ ge > . A? f ba ‘ 2 ae ke ‘ 
ae 4 Le. ae _ - i. 
ay ee — \ +e <> . <> ak “ty % 4 aa 8 : 
ae . f TT " eB eee ae i a 
: ys o os . q Ey jae a Ee 
a << : i ae" = Se Geer ae : : 
d oa ve hae - = : ~*& - ys Tae tae 4 : 
: : a . x : { 
E ou 4 ig - . é . ‘ | a re e ist ee 2 a 
c 2h “AS, =. VS aR % £ . — re 2 ie ae “7 
’ he a” oe te pe - 
— = ef is: ~ — jp - 7 me ee ee as : be 
e. Ps. = “i a ‘ «* a” — oe a os ns 
‘7 me Bet is? ~ . 4 . : ae, = 4 
Ee eee ' aii ae | 
* Jay a ae eS? ei) >: ee ee errate t ao Bass yee = igs: 
eb " x iw ENS Mp ee 3 © AE edema lie. ge a - oe oe: % = a 
ot Rees Peps oa Re 1 i ee a ae D> a sag gS a Be 1k 
~~. ee an x aan le re as, 
ae be ah Cas © +] seit, a eee a 2 Ae eg a te 
& . 3 . ey 3 on ee is wes ae ie orot Cle aia amen ie eee eee Ao ate 
ee ‘ oS” Lg é et) ee " Sek Tech.” oe ae ee iss & Eee ay. 
oe : Se ae poe - E oe i nce ea . Be aie AW cy at EE 
al : xo ee C2 ee a see my ee SR Bee PS ee manatee 
: 4 Bis Esa a , J payer 
ate 
ae 
‘ae 
’ fact 
aut 
ye. 
eer 
_ : 
ee 7" 
be= 
% 
al 
ioe 
~ Ste 
br : i 
, oie + bs 
’ : ‘ 
eS 7 
aa 
ie 
oe 
; phe 
gee 
mA 
i r, . 
jas 
eS j ae” | on 
ny 
im 
He. 
=A ¥ 
oe 2 ae «| co) ee ite. ae ia: a bam <2 ee 
iio omy : Te - i Se ae ee wee ere Bee . eo A ne e radd ot Pah 2 oe 
a vg ops ee = ae ge ER ee AG SE ernie Se. ated ae oe . ae bey cm aoe 
eS 2 a fg : “ee —— a ie 3 - at ay ade a. rea ieee coo. ee. ae 2 — a es a) aes 
eee ek Ae : a: Sad ee a oor Hos “ie a ee ahd Sa 4 in ae eee ate a 3 1} 
% ee al 7 = 9S eee ee hs > Bite ae ee ae Se os Pe aes ne ee rie 
me. Me ait , Ey) aga } : es e eh Se : ee me oi ae Pa ‘ 8 
oe an :. aya res ee ie he >- iN 5 te i « ne _. eae ee ST Fo, is Nae eo. +. ee sf Be a" 
i Bs - be a c FS 5 i# 


Now! HALFTONES as well as LINE WORK 
can be copied by MEROGRAPHY 


ONTO PAPER MASTERS FOR bupLicatinc (W 3 MINUTES! 


Use of the new XNeroX Tone Tray in copying line and halftone sub- 
jects onto paper masters by xerography offers a quick way of providing 
a few, or many, copies of catalog sheets, price lists, bulletins, magazine 
articles, at costs considerably less than by conventional methods. 

Photo shows paper master of line and halftone subject prepared by 
xerography in NeroX™ Lith-Master* copying equipment with new 
XeroX Tone Tray. Copies run off on offset duplicator from this paper 
master are also shown. 

XNerography is used by companies of all kinds, large and small, in 
thousands of applications « opying forms, letters, charts, bulletins, sales 
manuals, engineering drawings, etc., for duplicating. Anything written, 
typed, printed or drawn can be copied onto paper masters by xerog- 
raphy with NeroX Lith-Master copying equipment. 

For use in diazo type machines, translucent intermediates can be 
made from any original subject in the same speedy way. 

Write for complete information, and proof of performance folders, 
on what xerography can do to cut your duplicating costs. 


o 
A TRADEMARK OF THE HALOID COMPANY 


THE HALOID COMPANY 


54-32X HALOID STREET © ROCHESTER 3, NEW YORK 
Branch Offices in Principal U.S. Cities and Toronto 


The fastest, cheapest, most versatile way to make masters for duplicating 


OFFICE MANAGEMENT 


vide the necessary experience and fa- 


cilities for planning efficient office lay- 


outs, furnishings, and procedures. 

The Institute has also pointed out 
how noise reduction can improve both 
productivity and morale, adding that 
the use of wood furniture is helpful 
in reducing the noise level. It was 
reported that tests conducted at Col 
gate University showed that a typist 
used 19 per cent more calories of bod- 
ily energy while working in a noisy 
office than in one that was quiet. 

According to the Institute, the sound 
level in a typical stenographic room 
registers about 60 decibels, compared 
to a reading of zero for the lower 
limit of hearing and of 110 decibels 
for a noise level at the threshhold of 
pain. An average office is considered 
to have a sound level of about 30 deci 
bels. 

It was also stated that surveys ot 
acoustically treated offices “showed 
that 60 per cent reported improved 
office morale; 49 per cent more efficient 
use of the telephone; 48 per cent in 
creased typing and clerical accuracy; 
and 44 per cent an increase in work 
production.” 

The Institute recommended — that 
consideration be given to the following 
possible ways of improving sound con 
ditions: installing automatic door clos 
ers, arranging traffic flow in the office 
to reduce commotion, isolating tabu 
lating and accounting machines in 
separate closed-in areas, placing sound 
absorbing pads under typewriters, and 
using air conditioning so that windows 
can be kept closed. The Institute also 
said that wood furniture absorbs sound 


effectively. 


Open exhibit of rebuilt 
office machines 

A large, permanent display of re 
built office machines has been opened 
to the public by The Addressing Ma 
chine & Equipment Co, on the second 
floor of the company’s building at 326 
Broadway, New York. The exhibit is 
known as “The Office Machine Mart.” 


An extensive array of well-known 
makes and models is exhibited in the 
showroom, which, according to Gen 
eral Manager Henry Deesen, is in 
tended to have a bookstore atmos 
phere, inviting the visitor to “come up 


and browse around.” The showroom 
is designed specifically to demonstrate 
the economy of rebuilt business ma 


chines. 


July, 1954 


at tee © ‘ ‘3 Z me bd 7 eae, o> @ oe is See Pk a a . a a ae. Pe ee ae 
5 : 2 a . a } ' i 
bates ’ a nue § , ee 
A pare (un ¥ Se a a TE 2 ae Aa, eS 
: a 2d , eed 3 Mi i t Pees : oy = 
eet fs. ae a a. 2 i 
5 oe ‘ey ray id 
% ’ Re C NG 4 
we x. ’ 7 + se 
¥ A btn, * i yicatl i : 
i ‘ : i J ee & b F 
F 5 N | Eg : oe: ee. 
. ig a .- Bh, J a > é ne * 
ra os a a fey Ws : si ee 
= gies : rN 09 ie, ie ah a r 
a end Ww oP ag the ae hs 
a. 2 eg ie r - Saati r -_ 
cae A re ei a 
és 7 a ; 2 ote, 53. a — t } ee! ; 
a. oe ‘i. » Per} oi mo =. Militia 
: : = ial a airs a ; ) : ae ee a s 
i a ee  — a : E 
i 2 ae : i: = om 8 . to" ie 
f a 4 26 : 2 J mn i 
2 = <4 is 
: ae Re " site iy, ree es 
3 jog! OE + nie j FA ipo a ; ae 
ree ee Ye, ioc ora s Louie 
yi “io: Re 4 bo 2 * ‘* o 
Sa res a ees : oe av 
. an ee ‘ Ep py 6 
- a a ae. ‘s .- Z ~~ > ae 4 ae | pia 
ee 2 cm A : Mi i = ree ¥ 7 ot 
: i : = a 
1 4 a 
ee 7 
: a 
/ kane 
— 
a 
| 
; | 
, | 
CSC 
Ca — Se 
: 9 ” 
°/ = | 
Pe =f \* 
\} 
; af }) ~ 
| ‘| Xeipio x || 
= } 
x o = 
XEROGRAPHY * 4 
ry, = 4 | 
| | mcr Y | a 
; 8 ee Pe 
hi re. en he ° 
TN on ieee ae haat! oa | ar 2. ae es a a ey ieee te 
—) |e “ue | es: => Se oe - Se 
a - a a . " 7 c iia co 7 4 ae ae 1 eS ae oe ae ey a4 “33 a ee a p! “4 3 aa ps 
ae. a 6) ae Scat Cu! Se aes Se a PO i a. | ; ee lS es 
Pp. ais ee 3, ae ; By ey cae 4 Ss ‘ae é | gas , ae a eee e ae 
eo -_ . Ce Jo) Cola ar St eee ae se a a +e ni, ae ea Se * aie ay 


OU KNOW how your wife would answer 
Ley Maybe your doctor, too. 

But chances are, what gets you about being 
too busy is that you just don’t have time 
to think. 

If businessmen did have time to stand 
back, mentally, and get a little perspec- 
tive on their firms, it’s a sure bet that 70% 
of them wouldn’t be entrusting the records 
they must have to stay in business to “in- 
cinerator”’ safes! 

What’s an “incinerator” safe? Take a look 
in your office. If your safe doesn’t bear the 
independent Underwriters’ Laboratories, 
Inc., label, you’ve got one. It'll very likely 
cremate your records if fire ever starts, 

And don’t think this danger is any less 
because you're located in a fireproof 


Do U.S. businessmen work too hard ? 


building. These buildings just wall-in fires. 


Make them hotter. 


Fire insurance? It’s fine, of course. But 
don’t count on collecting, fully, unless you 
can supply “‘proof-of-loss” within 60 days 
—which takes records, you know. 


Don't minimize this danger! 


It's ruinous! 


Out of every 100 firms that lose their 
records in a fire—43 never reopen. And the 
rest struggle for years to recover. 


World's largest builders of safes and bank vaults 


You could be one of the American firms 
now in danger, without even dnowing it. 
Check now! Get a free Mosler FIRE 
“DANGERater.”, Find out your “DAN- 
GERating” and get the protection it calls 
for. But don’t trust anything less than the 
best. Mosler is recognized as the leader in 
protection features, styling, value, Con- 
sult classified telephone directory for the 
Mosler dealer in your city. He has a full 
line of Mosler Record Safes. See him. Or 
mail coupon for ““DANGERater,” today! 


IF IT'S MOSLER . . . IT'S SAFE 


% Mosler Safe 


Mosler built the U.S. Gold Storage Vaults 


at Fort Knor and the famous bank vaults thal withstood the Atomic Hort at Hiroshima 


FREE! FIRE "DANGERoter™ 
Tells you in 30 seconds how 
much protection your vital 
records need. Easy to use. Ac- 
curate. Authentic. Based on 
experience with thousands of 
fires. Figures in over a dozen 
vital factors about your busi- 
ness. Mail coupon for your 
Free DANGERater,” now. 
No obligation. 


The Me Safe Company, Dept, OM-7 
nd Street and Sth Avenue, New York 1, N. Y. 
Please send me (check one or both) 


(} Free Mosler Fire 


indicate my 


[) Mlustrated catalog, describing the new series 


| of Mosler Record Safes 
. 


NAME 


FiepM NAME 


ADDRESS 


city 


DANG ERater,”” which will 


fire risk in 30 seconds 


POSITION 


ZONE STATE 
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Fairfax individual and continuous towela used by W. A. Sheaffer Pen 
Company are serviced by Clean Towel Service of Burlington, lowa 


Cotton Towels’ Speed Heavy Washroom Traffic 


Here‘s How 
Linen Supply Works... 


You buy nothing... your 
linen supply dealer sup 
plies everything. The low 
cost includes cabinets, pick 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be inc reased or decreased 
on short notice. Local 
service is listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY 


Fairtax Towels 
A PRODUCT OF WEST POINT MANUFACTURING CO. - 
10 


at Sheaffer Pen Company 


® World-famous Sheaffer Snorkel pens, pencils and desk 
sets are made in this new three and one-half million dollar 
plant of W. A. Sheaffer Pen Company at Fort Madison, Iowa. 

The big, modern, efficient washrooms in this new plant 
are used by more than 1700 employees. At rush hours these 
big washrooms have heavy traffic ...a prime consideration 
in choosing cotton towels was the ability of continuous cotton towel 
service to speed the flow of traffic. More important was the 
desire of Sheaffer management that their employees enjoy 
the greater comfort afforded by soft, absorbent cotton towels. 

Whatever your towel problern...whether you operate a 
factory, institution or office... you can be sure that soft, 
gentle, absorbent cotton towels will do the best job in pro- 
moting employee morale, building customer good will, in- 
creasing tidiness in your washrooms and cleanliness among 
your employees. 

For free booklet that tells how cotton towel service will 
save you money and increase sanitation and efficiency, write 
Fairfax, 65 Worth Street, New York 13, Dept. p. 


Clean Cotton Towels... 
Sure Sign of Good Management 


WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
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editorial 


At “Business Meets the Arts” exhibit. Michael H. Levy, chairman, 
Federated Brokerage Group, in foreground. 


To the making of the whole man 


“BUSINESS MEETS THE ARTS” was the title of an exhibit of the works of a group of 
“American Artists under 40” on view in the offices of the Federated Brokerage Group, Ine., in 


New York, from June 2 to July 2. The exhibit was aimed particularly at members of the me 
tropolitan New York chapter of the Young Presidents’ Organization, who, recently surveyed, dis 
closed some surprising facts on the increasingly important part art is playing in their business 
and their offices. 

Michael H. Levy, chairman of The Federated Brokerage Group, errs, however, in his exhibit 
catalogue statement that, “So far as we know, it is the first time that a legitimate art exhibition 
open to the public has taken place in the office of a commercial business concern.” The first 
such exhibit, reported on in August, 1953, Office Management, was fostered by that many 
sided practical proponent of the arts, Otto L. Spaeth, board chairman of Meta-Mold Alumi 
num Co., for the opening of that company’s new ofhices in Cedarburg, Wis. This first office 
exhibit of fine art, borrowed from the collections of leading industrialists, was such a tremendous 
success in April, 1953, that it led a few months later to another exhibit in the same offices 
a purchase exhibition called “Art for Everyone.” Under Mr. Spaeth’s direction, 50 works of art 
of high quality rented from leading galleries were offered for sale at Meta-Mold on a unique 
system of deferred payments carried by the company without interest or other charges, and 
with the full price paid to the artist at the time of sale. Twenty-six paintings and sculptures 
were sold through the show, at an average price Of $373 each. And more than half of the 
sales were to people making their first purchase of a work of art, 

So successtul has art in the office been at Meta-Mold that Mr. Spaeth proposes a third 
exhibit this fall, of watercolors and drawings, in a continuing demonstration of Mr. Spaeth’s 
beliet (1) that art can be a potent promotional instrumentality for a business organization, 
(2) that the office can do something practical for the artist and the art buyer, and (3) that 
through its interest in art the office can emphasize that in these days of the machine, the ma 
chine cannot be well served by men who are less than whole men, to whose “wholeness” art 


has contributed! 
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Employment agencies— 


First line of office recruitment 


by Robert M. Smith 


AT ONE. TIME or another, almost every executive respon 
sible for hiring ofhce personnel has concluded an interview 
with a completely hopeless job applicant, and has reflected, 
with bitterness and awe, on employment agencies, with par 
ticular emphasis on the one furnishing the unsuccessful 
applicant. He has probably taken the time to make a prom 
ise to himself—as soon as the labor market eases a little, he 
will set up some hiring procedure that will relieve him of 
dependence on any agency. 

The only thing wrong with his viewpoint in this—as 
often as not the totally unqualified job applicant who appears 
with an agency reterral slip in his hand is there because the 
executive who has to interview him did not do his job 
thoroughly in the first place. 

One of the most frustrating—and most frequent—experi 
ences faced by employment agencies is the call for a “book 
keeper” or a “stenographer.” No further details are given, 
except the salary offered. It is only after an irate personnel 
manager has called back to tell the agency about the short 
comings of the candidates being sent to him that the agency 
learns he wants a bookkeeper also qualified to do half a 
dozen other specialized jobs, or a stenographer who is fluent 
in Spanish, 


Everybody loses time, money and patience when this hap 


pens, and it is the reason for the constant but often unheeded 
plea of employment agencies to the companies they serve: 
give all the information possible about every opening, and 
the experience and personality attributes demanded. 

A good employment agency can be enormously usetul to 
an employer, particularly in these days of an office personnel 
shortage. But even the best agency can only function effec- 
tively if the employer cooperates with it. And there are three 
major complaints agencies have about a great many em- 
ployers’ hiring habits: 

The one-word job description, which gives the agency no 
picture whatever of all the various added talents the em- 
ployer requires for the particular opening. 

The other extreme—where the employer stipulates that 
he wants a crack stenographer, who must read and write 
French, German, and Italian, fluently, have at least three 
years’ experience in a company in the same line of business 
as his, meet a halt-dozen other qualifications, and who must 
also be ready to go to work at nine o'clock the next morning. 
No matter what the agency does for this employer, it can’t 
win, unless by some rare chance it happens to have exactly 
the person he is looking for already registered, and free to 
take on a new job on a few hours’ notice. What usually hap- 
pens, however, is one of two things—the agency will accept 
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*® Employment agencies can give their best services 
when employers avoid: 

1. The one-word job description. 

2. Demanding that applicants with unusual skills 
be produced “first thing tomorrow morning.” 

3. The “free ride”’—listing one opening with a 
dozen or more agencies. 


the time factor as paramount, and will send an applicant 
who meets as many of the requirements as possible, in which 
case the employer will often complain that the agency isn’t 
sending him the person he asked for, Alternatively, a search 
will be started for someone meeting every requirement, in 
which case the employer will point out to the agency that he 
specifically said he needed the worker right away. 

The “tree-ride”—listing one opening with ten to fifteen 
agencies. This is the particular bane of agency people, who 
point out that it makes their job and the situation of the job 
applicant twice as difficult, without benefiting the emplover 
in any way at all, 

“After all,” Anne Cronin, head of New York's Bing 
Cronin Agency, points out, “any person searching for a job 


is going to find an ad calling for a person with exactly his 


qualifications even if only one agency inserts it. If a dozen 
different agencies advertise the job, with each agency ad 
worded slightly differently, the applicant may spend hours 
going to agency after agency before he realizes they're all 
talking to him about the same job. The agencies, on the 
other hand, have all spent money and time on a_ project 
where only one of them can possibly win, 

And the employer, nine times out of ten, doesn’t see any 
more applicants for the job than he would have if he had 
used one or two agencies. 

Generally speaking, what most agency people recommend 
is that employers search out agencies which seem to do a 
good screening job and then work with them on a more or 
less exclusive basis. This would not necessarily mean that all 
job orders for every type of opening would go to one agency, 
but it would mean that most jobs within a given category 
would be referred on to an agency which had proved reliable 
in providing qualified applicants in that category. 

Here Miss Cronin recommends that, for most secretarial 
and clerical jobs, the employer search out a good agency in 
his own neighborhood, and depend on it for his require 
ments. 

“Job location doesn’t affect executive jobs at all,” she 
points out. “Most executives will work anywhere in their 
city if the job itself appeals to them. With clerical and sex 
retarial workers, though, the determining factor in whether 
they ll take a particular job or not is very often its location. 
And _ generally speaking, girls will register first with an 
agency that is in the area where they want to work. If a gir! 
lives closer to the downtown district than she does to th 
midtown area, the chances aze that she'll want a job down 
town because traveling is easier. By the same token, when 
she’s looking tor work she'll register with downtown agen 
cies first because they're most convenient for her.” 

This somewhat cavalier approach to job-secking seems to 
stem directly from the secretarial and clerical shortage, which 
still remains acute, according to Miss Cronin. Beginning 
typists’ jobs at $55 a week go begging, and it is only in the 
more highly skilled secretarial categories carrying salaries of 
$85 to $100 a week that applicants are fairly plentiful, 
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Trained personnel interviewers, like Anne Cronin, of the 
Bing Cronin Agency, insure a thorough sercening job... 


++. and very often can produce qualified people for any 
type of job faster than direct company recruitment 
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‘A good part of the agency executive's time is 


spent discussing job vacancies with employers. 
Here Miss Cronin reviews an opening at Lever 
House with Elizabeth Newland, Personnel Super- 
visor—Office. Lever Bros. Co., while a Bing- 
Cronin client, also uses the ‘services of other 
agencies, and gains many seating through 
direct recruitment, | 


When the day’s list of openings is complete, 
first step in. filling the jobs is a review of the 
qualifications of applicants already on file in 
the agency office. 


Some results of the shortage of office personnel that have 
been noticed in the agencies are a trend toward strict “pro 
motion from within” policies in many offices that formerly 
hired outsiders whenever one of f their more attractive jobs 
was vacant, and a general effort in a great many companies 
to make the lower grade jobs more interesting to employees. 
The fringe benefits which so many companies have added 
to attract employees have reached the point now where they 
cancel each other out: the job-seeking applicant expects 
bonuses, pension plans, and insurance as a part of her com 
pensation, and assumes she'll do as well on the benefit score 
in one company as she will in another. 

The benefit schemes do have a beneficial effect from the 
employer's standpoint however; as they have grown, em 
ployee turnover has lessened since so many of the benefits 
only begin to become effective after a minimum period of 
service. Although they are no longer as effective as they 
were in attracting new employees, they do serve to hold 
employees once they have joined a company. 

The job market in the office field furnishes no evidence 
whatever as to the extent of the recession at the present time, 
Employment agencies have noted a considerable drop in the 
number of office openings listed with them, and agency 
executives attribute this to a drop in turnover because so 
many employees today think it might be safer to stay with 
the present job rather than go off looking for a new one. 
But, by the same token, the number of applicants for office 
jobs has dropped, and the net result is that there is still a 
shortage for the jobs that are listed. 

The problem is aggravated by the fact that many of today’s 
feminine job-seekers, even when they are college graduates, 
are less career-minded than their predecessors of a genera 
tion ago, according to agency sources. Even highly-qualified 
women often regard their office career as a temporary stage 
between school and marriage, while a fair number seem to 
look on their working interval as a necessary preliminary 
step toward matrimony: their major interest in a prospec 
tive job involves the number of men in the office. 

This view of employment as a temporary state is reflected 
too in the jobs women apply tor. In spite of the general 
shortage of office personnel, there are comparatively few in 
stances of girls seeking jobs for which they are not qualified 
by previous training or experience. Generally, even these 
days, applicants stay within their own categories, even 
though many of them have grandiose ideas about the salaries 
the category can command. 

Agencies report too that there is considerably less exag 
geration by applicants of their previous training and experi 
ence than might be expected. The rigid and specific agency 
application form seems to convert the most flattering picture 
of past experience and earnings to the harsher look ot real 
ity. This is true, even though most agencies do not check 
back with an applicant's former employers or references 
unless requested to do so by the company considering him. 

Of course, there are occasional imposters who try to pre 
sent an imposing and totally false picture of their qualifica 
tions in an effort to win a particularly attractive job; this is 
where an employment agency can be invaluable in serving 
an ofhce which does not have a highly skilled personnel 
director. Interviewers in a good agency are qualified person 
nel people, and their experience usually makes it possible 
for them to spot applicants who are lying about their qualifi 
cations early in the screening process. The small office, which 
(To page 64) 
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New NOMA officers. L. to R. (standing): M. O. 
Kirkpatrick; W. J. Jaquette; R. F. Prinz; W. C. 
Perry; T. W. Atkin; R. L. Forster; E. D. Hyde; G. S. _ 
Mayo; W. Aitken; W. Emmerling; L. Parker and | 
F. A. Schultz. L. to R. (seated): H. I. Seeley; A. B. | 
Porter; F. Guillot; J. C. Hodges; R. G. Sinn; K. W. 
Moore; D. F. Carrell; F. G. Macllroy; and W. H. 
Evans, 


NOMA’s newly elected International President, Ralph 
G. Sinn, Detroit Edison Co., receives gavel of office 
from retiring president, Kenneth W. Moore, Chicago 
Title & Trust Co., at conference. 


NOMA conference 


PRIME EMPHASIS was on people—how to communicate 
with them, how to teach them, how to deal with them—at 
the 35th Annual International Conference of the National 
Office Management Association, held in St. Louis, May 23 
26. Of six major conference sessions, al] but two dealt with 
some phase of personne] situations. 

The 1954 conference, held in conjunction with an Office 
Machinery and Equipment Exposition, attracted 1323 regis 
trants. 

At the opening business session of the week, new NOMA 
national officers elected were: President, Ralph G. Sinn, di 
rector of methods and procedures, Detroit Edison Co.; first 
vice president, J. C. Hodges, general secretary, Canadian 
National Railway, Montreal; vice presidents, Floyd Guillot, 
treasurer, Industrial Finance and Thrift Corp., New Orleans; 
A. Porter, office and service manager, Hlood Rubber Co., 
Watertown, Mass.: and H. I. 


Carolina Power & Light Co., Raleigh, N. C. 


Secley, assistant treasurer, 


Directors elected include: 
E. D. Hyde, supervisor of business education, Department 
of Education, Baltimore, Md. 
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stresses personnel 


G. J. Mayo, Hardware Mutuals, Grand Rapids, Mich, 

W. C. Perry, assistant vice president, Retail Credit Co., 
Atlanta Ga. 

LeRoss Parker, secretary treasurer, Galveston Transit Co., 
Galveston, Texas. 

Mrs. Beatrice M. Chamberlin, assistant director of per 
sonnel, Mutual Benefit Health & Accident 
Omaha, Neb. 

William Aitkin, managing 


Association, 
partner, western division, 
Glendenning, Jarrett & Campbell, Winnipeg, Manitoba. 

T. M. Sherwood, general services supervisor, B. C. Tele 
phone Co., Vancouver, B.C. 

K. W. Moore, retiring president, was also elected a di 
rector. 

The election of officers was held at the opening business 
meeting of the conference on Monday, May 24, immediately 
following the keynote session in which the main speech was 
made by Dr. Kenneth McFarland, educationa) consultant 
and lecturer for General Motors Corp. 

The keynote speaker talked om the convention theme, 


“Equation for Progress.” 
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Retiring President Moore (left) receives Presidential Key 
and Scroll from Past President W. Miller Bennett 


¢ We 


President Sinn’s birthday fell during conference 


More than 100 exhibitors displayed products at business show 


|- 


i 


Dr. Irene Place, University of Michigan, presents “Business 
Teacher of the Year” Award to Ruby Baxter (right) 


The opening conference session, held on Monday after- 
noon, had Dr. Cylvia Sorkin, business consultant of St. 
Louis, as the first speaker. Dr. Sorkin, discussing “Progress 
is Made by People,” analyzed the results of a national survey, 
sponsored by NOMA at her suggestion, on the attitudes otf 
managers toward their employees. 

The survey, as presented by Dr. Sorkin, covered a variety 
of topics—how does one handle the “office wolf,” what are 
the most common office management headaches, is sex appeal 
an asset or a liability in f-male employees? 

The survey results showed equal variety, according to 
Dr. Sorkin. Although 82 per cent of the office manager re 
spondents righteously asserted that feminine attractiveness 
was no tactor in choosing personnel, others candidly admit- 
ted it was a very definite factor, The minority disagreed on 
whether it was a good or bad factor, however. A fair num- 
ber replied that attractiveness was a definite asset in certain 
“front office” jobs, such as receptionist; a handicap for “mes- 
sengers and mail clerks, as well as those whose jobs call for 
a great deal of overtime work and those working in remote- 
ly situated offices.” 
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Presentation of the Leflingwell Medal to Jack C. Stachle Joseph P. Monge (right) accepts Fellowship Award from 
(right) was made by Past President Gordon B. Brooke Past President Claude V. MeBroom 


SPEAKERS AND PANEL MEMBERS 


Cylvia Sorkin Jack C. Stachle 


Wesley Wiksell Beatrice M. Chamberlin George H. Briggs 


Ross L. Hart Raymond F. Prinz John W. Dameron Calvin D. Johnson 
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The irreducible minority at each extreme was represented 
by “Sex appeal could never be a detriment” on the one hand 
to “Sex appeal is a detriment in every job” on the other. 


The masculine problem child produced less vigorous reac- 
tions among those surveyed. Nearly half the respondents said 
that the office wolf is completely ignored within their of- 
tices. One-quarter reported that he is fired, and two per cent 
reported that their firms encouraged him. 

In response to a survey query on how managers obtained 
maximum office production efhiciency the majority of re- 
spondents replied that a liberal attitude brings better results 
than the strict approach, and that free personal communica- 
tion with workers is more desirable than a policy of non- 
fraternization, 


Many executives today are wasting 20 to 25 years of their 


business life, the second speaker of the Tuesday afternoon 
session, Jack C. Staehle, declared in his speech, “Teaching, 
Learning, Leading.” Stating that men in the arts and sciences 
reach their peak performance in the thirties, but that leaders 
in industry, politics, and education reach their best years in 
their late fifties, he attributed this delay in business achieve- 
ment to failure to learn early that motivating others is the 
most highly desired quality in business, 

Reporting on results of annual morale surveys which have 
been held in his company since 1938, Mr. Stachle pointed 
out that each survey has emphasized the same basic facts: 

Departments or sections having low morale are managed 
by executives or foremen having traits that are different 
from those whose employees have high morale. 

Employees at every level are concerned about their secur- 
ity, and insecurity feelings stem from poor communications 
with one’s immediate superior. 

Complaints revealed in morale surveys, if completely out 
of line with those of other units, usually indicate that the 
employees resent their manager. 

Citing action taken at Aldens, Mr. Staehle said that the 
solution to the problems revealed in the surveys was creation 
of an executive development program. It was found, he re- 
ported, that training efforts must “start at the top and work 
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down—not from the bottom up as is practiced in 999 com- 
panies of 1,000, 

“One executive properly trained will influence from one 
to several hundred employees,” he pointed out. “One trained 
employee has little influence.” 

“Let's keep in mind that those who work with and tor us 
reflect our attitudes and thinking,” he continued. “If they 
seem to be causing us problems, let’s look to ourselves. We 
are failing to motivate them properly. Our problems are ot 
our own making.” 

Top management has grown to the point where it must 
take advantage of the office manager's position and abilities, 
giving him the opportunity to take a commanding position 
Walter Reilmann, of Ernst & Ernst, 
St. Louis, declared at the opening of the Tuesday morning 


within his company, 


session. 

Speaking on the theme, “Madness in Your Methods—or 
Method in Your Madness?,” Mr. Reilman said that the 
office manager who is going to place “methods in his mad 


ness” will demonstrate initiative and develop a more pro 
mising future for himself by spearheading a program of 
analysis and survey for all phases of office routine. 

“He will discount tradition, pet systems, favorite mechan 
ical aids and prejudice. He will foster change by encourag 
ing it and accepting it whenever it is in the best interest of 
the company,” Mr. Reilman declared. 

A review of procedures and methods different com 
panies in the same field reveals vast differences in cost and 
productivity, the speaker continued. The cost of paperwork 
for processing a like unit under very similar conditions can 


range from about two dollars to as much as ten dollars a 


unit. Productivity of like units in the same functions will 


vary as much as 400 per cent between companies, 
Any ofhce 
management support, Mr. 


methods program, to be successtul, requires top 
Reilman warned, advising that 
the benefits and profits of effective methods improvement 
be emphasized to win this support. 

Mr. Reilman advised that the savings achieved by methods 
improvement be expressed in two forms. The savings should 
and should also be 
he declared. 


be directly stated in dollars and cents, 


expressed “sales dollars,” Thus, a savings 


(To page 66) 
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‘New building or old? 


by Louis J. Glickman 


New York real estate investor 


LAST YEAR, and this year, and for many years to come, 
choosing between newer and older commercial and indus 
trial buildings has posed, and will pose a many-sided prob- 
lem tor those responsible for buying such property or leasing 
space. My awareness of the factors involved has grown, not 
from seeking office space as a tenant, but from purchasing 
buildings where I felt I could expect blue-chip tenants to 
locate. That means that each time I look at an office building 
with a view to investment | mentally resolve the question: 
“Does this have sufficient advantages to attract well-rated 
corporations on a long-term basis or will they be going else 
where?” If a building will not attract such tenants it cer- 
tainly will not be a successful investment for me. I have 
thus been frequently confronted with the problem that faces 
any corporate officer seeking new quarters for his firm. 

Despite the obvious plenitude of modern developments 
making the new buildings attractive, I've very frequently 
decided in favor of an older property. Perhaps it might 
throw some light on the question if I detail the reasons which 
seem to make certain older buildings best for some tenants 
and newer ones quite the place for others. 

The answer hinges largely on what each individual is 
looking for. Let me say here, and explain more fully later, 
that rentals are rarely the deciding factor. Some of the new 
buildings are not much more expensive than certain of the 
more desirable older structures. 

Let's look first at the older buildings to point up the con- 
siderations which must be analyzed before a firm seeking 
office space can rule them out as an ideal location, There are 


more than meets the eye immediately. Perhaps it would be 
best to use a concrete illustration. The factors that influ- 
enced me to buy the 21-story office building at 42 Broad- 
way, New York, are exactly the same as those which would 
influence a man looking for a thousand feet of space. 


suildings erected betore the present building laws and 
zoning requirements came into effect offer some of the best 
opportunities for successful real estate investment. To say so 
means that I feel sure they will continue to attract top-flight 
tenancy. One excellent example is the office building noted 
above. It has no setback—goes straight up 21 stories without 
a break. No similar building on a plot of 21,500 square teet 
could be erected today without setbacks. Whereas this struc 
ture has 300,000 square feet of rentable area, a building put 
up on the same plot today could have only about 200,000 
The 100,000 lost in the newer building is all on the upper 
floors—just where space is most valuable and most desirable. 
Since this is no isolated case, it will be well for firms pre 
ferring a large expanse of floor space in an upper story to 
keep in ind the likelihood of getting more area on a single 
high floor in an older building than would be available in a 
newer one of the same size plot. Then too, I was disposed in 
favor of 42 Broadway by the fact that space there was in 
some respects superior to that in many of the newer build- 
ings—higher ceilings, no exposed beams, for example. Ceil- 
ing height impresses me because it appeals to you. Many 
find high ceilings to be an important employee-relations 
factor, allowing as they do for better ventilation and a less 
“cooped-in” feeling. (To page 68) 
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Accountants’ groups hold June Conventions 


N.M.A.A., N.A.C.A. meet in Midwest 


THE THIRD annual convention of the National Machine 
Accountants Association, a significant event in the rapid 
progress of automation in the office, has just ended in 
Cleveland as this issue of Office Management goes to press, 
as has the thirty-fitth annual conference of the National 
Association of Cost Accountants, in Chicago 

Thomas J. Watson, Ss president ot IBM, was keynote 
speaker for the three-day N.M.A.A, convention, which was 
built primarily around seminars in specialized branches of 
machine accounting. Mr. Watson's topic was “Electronics 
and Business Machines in Industry.” Other general conven 
tion speakers included James B. Fenner, vice president and 
controller of the Electric Auto-lite Co., whose subject was 
“The Machine Accountant’s Responsibility to Top Manage 
ment; and Robert A, Baugh, of IBM, who discussed “The 
Future of a Supervisor.” 

Nineteen seininars covering various phases o! machine 
accounting were presented at the conterence; in order that 
members might attend as many seminars as possible, the 
seminars were given on six different occasions, with each 
seminar meeting twice, permitting those attending the con 
vention to attend the six seminars in which they were most 
interested. 

Nominees for national office clected at the convention 
were: 

President: Richard L. Irwin, machine accounting man 
ager, U. O. Colson Co., Paris, Il. 

Executive vice president: Robert O. Cross, Southern Cali 
fornia Edison Co., Los Angeles. 

Frank Beill, Cadillac Motor Car Co., Detroit. 
Vice pre sidents: 


Treasurer: 
Donald L. Gerighty, Aeroquip Corp.; 
Harold Hatch, John Hancock Insurance Co., Boston: Frank 
J. Miller, Consumers Cooperative Association, Kansas City; 
sill Daniels, Virginia Highway Commission, Richmond, 
Va.; Milton Tramell, Humble Oil Co., Houston, Texas; 
and S. Edgar Wirt, Purdue University, Lafayette, Ind. 

A business exhibit of machine accounting equipment, 
forms, and services, was held in conjunction with the 
convention. Conventipn dates were June 16-18. 

Nearly 2,500 delegates representing 119 chapters of the 
National Association of Cost Accountants attended that or 
ganization’s June 13-17 conference in Chicago. Six technical 
sessions built around the theme: “Adapting Industrial Ac 
counting to Today’s Needs” were held at the five day 
meetings, while the entire day on June 15 was devoted to 
concurrent discussion groups. 

Lybrand Award Medals, honoring the authors of “the 
most outstanding contributions to the literature of industrial 
accounting during the past year” were presented this year to 
1). Phillip Beaudry, Jr. and Roy E. Longenecker, Mr. 
Beaudry, who is associate professor of economics, Birming- 
ham Southern College, Birmingham, Ala., received the first 
place Gold Medal for his paper, “Can You Afford That 
Asset?”, and Mr. Longenecker, who is controller, Glass and 
Closure Div., Armstrong Cork Co., Lancaster, Pa., received 
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the Silver Medal for his paper, “Repeating—tor Profit’s 
Sake.” The awards were presented at the N.A.C.A. annual 
dinner, held Wednesday evening, June 16, at the hadquar 
ters hotel, the Conrad Hilton. 

Subjects covered in the technical sessions at the conterence 
included “Tailor-making Cost Data tor Specihe Uses,” 
“Achieving Greater Productivity in Accounting through 
Integration of Data Processing,” “The Practical Applica 
tion of Electronic Equipment to Accounting,” “Tools Avail 
able for Cost Control and Cost Reduction,” “Reducing Pro 
duction Costs to a Minimum,” “Getting More tor Your 
Distribution Dollar,” and “Controlling and Reducing Ad- 
ministrative and Staff Service Costs.” 

Alexander J. Lindsay, of Alexander J. Lindsay & Co., 
Denver, was elected president of the NACA tor a one-year 
term at the conference. 

Newly elected vice-presidents are John H. Burns, Mining 
Division, Aluminum Company of America, Houston, Texas; 
Maynard F. Carter, Worcester Pressed Stee] Co., Worcester, 
Mass.; Marshall Granger, Marshall Granger & Co., New 
York; Paul W. Kearney, United States Steel Corp., Pitts 
burgh, Pa.; Mills A. MacQueen, The Drybak Corp., Bing 
hamton, N. Y.; Donald M. Magor, York Corp., York, 
Pa.; Russell W. Van Horn, J. 


Memphis, Tenn. 


Goldsmith & Sons Co., 


Philip J. Warner, Ronald Press Co., New York, was re 
elected treasurer. 

Twenty-four directors were elected for two-year terms 
to the N.A.C.A. board. New directors tor 1954.56 ar 
Wayne R. Archerd, Bethlehem Steel Co., Bethlehem, Pa.; 
John B. Bachofer, Donnelly Garment Co., Kansas City, 
Mo.; George N, Benoit, Gilbert & Barker Mtg. Co., West 
Mass.: William EF. 
Tractor Co., Peoria, Il.; David S. Brigham, General Electric 
Co., Norwood, Ohio; Robert P. Bryarly, Orbit Valve Co., 
Tulsa, Okla.; Merwin P. Cass, Charles FP. Rittenhouse & 
Co., Plainfield, N. J.; William T. Cothran, Bank tor Say 
ings & Trust, Birmingham, Ala.; Harold F. Courtwright, 
P. F. Petersen Baking Co., Omaha, Nebr. 

Also, Kenneth L. Denhard, Carrier Corp., Syracuse, N. Y.; 
G. H. Ford, Mississippi School Supply Co., Jackson Miss.; 
Miles J. Gibbons, Heiss, Gibbns & Co., Harrisburg, Pa.; 
Edwin F. Grames, The Oliver Corp., Battle Creek, Mich.; 


Springheld, tergstrom, Caterpillar 


Paul M. Herring, Kutztown Foundry & Machine Corp., 
Kutztown, Pa.; William F. Hoerner, Southern Cotton Oil 
Co., New Orleans, La.; William H. Holm, I. D. Wood 
& Co., Portland, Ore.; Cecil D. Marshall, Eagle Pencil 
Co., New York; Huber L. Mollenkopt, General Tire & 
Rubber Co., Akron, Ohio; Joseph M. Naab, Leslie Co., 
Lyndhurst, N. J.; Clarence R. Nelson, Bear Mfg. Co., 
Rock Island, Ill, Sterling W. Overly, Eastern Industries, 
Inc., East Norwalk, Conn.; William J. 
Corp. of America, Indianapolis, Ind.; Dallas C. Smiley, 
Raymond Mtg. Co., Corry, Pa.; George J. Wachholz, Minne 
sota Mining & Mtg. Co., St. Paul, Minn. 


Pawelec, Radio 
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Keynote: 


THE THOMAS and Betts Co., of Elizabeth, N. J., manu- 
facturers of electrical connectors, faced a problem recently 
concerning its office layout. Its plant operating oflices were 
scattered through various plant buildings adjacent to major 
manufacturing areas, while its executive offices shared with 
light manufacturing and packaging activities the second 
floors of two connecting factory buildings. 

This division of ofhce activities hampered intra-company 
communications, and reduced working efficiency and office 
morale, T. & B. executives felt. The solution, they believed, 
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Reception area at Thomas & Betts. Display 
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unit is in left foreground... 


economy-—results: spectacular 


would be to repair and improve the executive and plant 
operating offices, concentrating them in a single area, 

The question was—where? 

Between 20,000 and 25,000 square feet of space would be 
required for approximately 130 clerical and executive person- 
nel. The company considered a new office building first of 
all, but then an alternative developed when a new plant 
building absorbed the light manufacturing and packaging 
activities that had originally shared second floor space in 
the factory buildings with the executive offices. The vacated 


Baffles and acoustic drums form decorative pattern in ceiling of general offices, carrying out 
architect's plan to eliminate “frosting,” build design around engineering features 
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Vice president's office 


space was suitable only for storage or ofhces—and the space 
was adequate to absorb the scattered plant operating othices. 

Moreover, costs for alteration, repair and modernization 
of the entire second floor would run considerably less than 
the cost of a new office building, and the space available 
was not only adequate for present needs—it provided room 
for future expansion as well. 

The decision was made to repair and improve existing 
space rather than build a new structure, and, at this point, 
Gordon Powers of Powers and Kessler, New York architects 
commissioned to design the ofhices, suggested how costs could 
be reduced still further, 


at 


“Open end” executive offices feature 


“The necessities of good lighting, air conditioning, and 
noise reduction are usually met by a routine layout cov 
ered with a design trosting tor appearance,” Mr. Powers 
points out. “We saved the cost of design frosting by 
incorporating the engineering features in the architectural 
design—making the articulation of the lighting, air condi- 


tioning and acoustic treatment the design itself.” 

Thus, in the improved offices, luminous ceilings, instead 
of being used to cover the entire ceiling area, which would 
have served only to emphasize irregular space in the offices, 

7 & } 
have been used as two great ceiling panels, thus serving to 
tal a } ta) 
tie together the irregular space. Since each panel is set in an 


I 


“L-shaped desks, acoustic panels 
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Sales manager's office has sliding panel, permitting him to talk to sales executives in next office 


acouctic plaster ceiling, the effect of unity is further height ia 
ened, Light values are maintained by sparkling lens down 
lights in the plaster ceilings which give the same overall 
intensities as the luminous ceilings. 

Similarly, air conditioning diffusers become design ac 
cents, since they are in the form of bright aluminum drums 
hanging below the ceiling. Wall color is quarry grey, which 
conceals finger marks, and makes a pleasing contrast with 
the whiteness of the luminous ceilings, and the brightly 


colored storage and wall wings and cabinets which define 


the various office areas. (To page 73) 
‘ore © 
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View, from vice-president’s office, through board room Files are grouped at one side of main office 
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Yesterday, today, tomorrow—in office management 


by Frank L, Rowland 


Vanuging Director, Life Office Management Association 


(Excerpts from the speech made by Mr. Rowland before the Silver Anniversary 
Dinner, Office Executives Association of New York) 


1 AM going to start with the bold declaration that the 
accomplishments of our office production managers in re- 
ducing costs, expressed in terms of man hours, have been 
at least equivalent to that of the so-called “production” 
worker, and I think it can be proven. We who are re 
sponsible for office production have been the victims of 
gross misunderstanding as to the nature of our contribu 
tion to the economy of our nation, and I sometimes feel 
that the office manager himself is partly responsible. We 
have permitted such hackneyed statements as appeared in 
a recent article to go unchallenged, I quote: 

“Very few business men need proof that their clerical 
costs have mounted dangerously high. The symptoms are 
visible in every office—more clerks, more filing cases, more 
space to accommodate them, more fringe benefits, more 
burden.” 

To quote further: 

“In 1900 one clerk was on the payroll for every 30 work 
ers in shop and factory. Today, the ratio is one clerk to 
two and one-half factory workers. 

“Why did our clerical population grow 350°) from 1900 
to 1950—five times faster than the population as a whole? 

“Why is only 15°. of office work mechanized as com 
pared to more than 90°”, of factory work?” 

Such misleading statements represent a complete lack of 
understanding of the position the clerical worker occupies 
in our economy and they cast subtle aspersions upon the 
effectiveness of office management. For the record, | am 
going to attempt to clarify these misconceptions, to restate 
certain basic truths which we frequently overlook. 

Most of us learned in elementary economics that any 
action or function that contributes to production is pro- 
duction. The paper work involved in producing a product 


for the market is just as essential as engineering design, ma- 
chine maintenance or the act of converting and assembling 
material, It is unfair—and unsound—to isolate any single 
factor entering into production and label it as burden or 
overhead, ; 

What we must do is to make it clearly understood that 
the office manager does not create clerical work. The de- 
mand for the product of the office comes from the man- 
agement and the volume depends upon many tactors—ac- 
counting requirements—sales and distribution policy—con- 
trols required—payroll requirements—and the like. 

Statistics with respect to our white collar or clerical 
population are entirely misleading when related to material 
production. A very large percentage of the clerical worker 
group is engaged in service activities quite unrelated to com 
modities. Man does not live by material things alone—he 
demands the services of the white collar institutions, insur- 
ance of all types, financial institutions, government agencies, 
schools, professional people and dozens of others; and the 
more prosperous our economy, the greater the demand for 
these services. 

I have stated that the office production manager is re 
sponsible for meeting the requirements of the office at the 
lowest possible cost consistent with quality standards, He 
does not create these requirements, they are dictated by the 
policies and programs conceived by management. The real 
question then is: 

“Is the ofice manager doing a good job and has he made 
progress during the past twenty-five years in keeping up 
with the accomplishments in other areas of production?” 

My answer is “yes,” and I feel the public should become 
aware of it. I think the public should also be made aware 
of the fact that the management of office activities is inf- 
nitely more difficult and exacting than factory management 
where, in the main, the machine sets the pace. We deal 
with mental and mental-mechanical activities calling for a 
wide variety of skills which have to be taught immature 
workers. Our work demands a high type of supervision in- 
volving technical understanding of the job and the capacity 
to train and motivate groups. Our activities are constantly 
undergoing change as opportunities for improvement are 
detected and new demands are made by the management. 

The Procedings of this Chapter, the National Association, 
and other similar organizations, including my own, fur- 
nish convincing evidence that highly skilled and intelligent 
men and women are directing our office activities. We have 
developed a library of tested methods and techniques per- 
taining to every phase of office administration. No longer 
is it necessary for an individual to rely on his own experi- 
ence or to pioneer in unfamiliar fields, We have made full 
use of the contributions of the natural and physical sciences 


as they pertain to our work. We have conducted research in 


such diverse fields as education, psychology, psychiatry, 
physics (light, sound and atmosphere) and tests and moti- 
vation as they relate to our job, 
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I cannot overemphasize the importance of the office 
manager making known to his top management just what 
he is accomplishing in operating improvement and lower 
costs, Where possible, results should be expressed in dollars 
and cents savings. The simplest and most effective way is to 
report what your total costs would be today if your unit 
cost was the same as it was last year, or five years ago. 

Increasing the effectiveness of office operations requires 
attention to a considerable number of related and seemingly 
unrelated fields of research. Maximum results imply the 
skillful use of most of them. I have in mind such devices 
as Operations Audits, Departmental and Functional Cost 
Controls, Work Measurement, Work Scheduling, Forms 
Control, Job Training, Supervisory Training, Fast Reading 
Training, and the complex task of effectively utilizing the 
many new mechanical devices continually being made avail 
able to us. 

The statement has been made that the office machinery 
industry is several years ahead of the people responsible for 
the applications. | am inclined to agree, particularly as it 
pertains to electronic equipment. Our progress in this area, 
and I feel confident it will be very substantial, will be de- 
pendent upon our ability to recruit and develop office engi 


neers of a very high type. 
I will conclude my observations with what seems to be 
the trends in office management in the foreseeable future. 


1. Certainly, developments in office machinery, particu- 
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larly in electronics, will play an increasingly important 
part in the lite of office managers. The implications 
will be widespread, having a bearing not only upon 
stepped-up production, but upon the organization struc 
ture, job training, and employee morale. It we should 
divide the functioning of the human mind into four 
categories, they might be Reverie, Rationalizing, 
Routine Thinking and Real Thinking. Because elec 
tronic machinery does not retain all the rubbish that ny 
the human mind accumulates, the machine never in a x 

dulges in Reverie. Neither does it indulge in Ration i 
+ 

er ji! 
ee itt 


alizing, that technique of warping the facts to suit the 
purpose. The machine doés do Routine Thinking which 


iil 

machine excels the human because of its absolute ac -- <a I <r 
curacy and instantaneous result. What the machine does mor aN ee 
not do is Real Thinking, which we hope is largely the Se a S\N ‘a. 
reason for having the electronic machine in the first - oe 


place, to free our employees for the Real Thinking re As the economy prospers, demands on the office grow 


the human does with his memory store. In that, the 


quired for the programming work, 
tive training will be away from the formal plans in 


2. Increased emphasis will be placed on organization favor of creating a business atmosphere which will jee 
studies, a determination as to what is the ideal organiza : al | : 
; ; : permit and encourage the ambitious and gitted workers * 
tion ee what a must be — to attain it, to train themselves. | have grave doubts that we can ae 
time allowance, availability of quaiihes personnel to : 
d . tral - < aye 7 5 ~ “ 
nC Onigian es “por : parte rain men in management skills, people develop skills 
‘ ajor and minor divisions and selection of by observing the experts and by constant practice 
z i oa ‘ 4 ke TAL 4 
understudies. , 
‘ opportunities for both must be afforded. 
3. We should make re | ht i ; 
° d progress, perhaps with the assistance sane -UTee 
of the psychologist, in er nit Ad ae . 5. To an incr asing degree, our managements will become 
- oie } 5 Ou echnique ot aware otf the wisdom otf providing adequate staff facili 
sclecting ofhce supe . i . > sti 
' * 8 mn nny In the main, we — still ties to help promote more effective office administration. 
olowing ; ‘ < : - zing } 
ng the trac op ; procedure of emphasizing I reter to rescarch talent and technicians to advise and 
ength of se . . . i . 
‘y ay service and technical understanding of the assist Operating: supervisors. 
a when we learn how to detect potential leadership 6. The position of the Office Methods man will become 
= “ in candidates for promotion, we will have that of the Office Engineer comparable to that of the 
s > > » 2 : 
olved one of our most difficult problems, industrial Engineer in the factory. Large office institu 
4. I believe emphasis in the field of supervisory and execu (To page 70) 
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The Medical Center's main telephone exchange 


CASE OF THE MONTH 


Ninth of a series describing how concerns have 
improved office methods and procedures 


Expanding branch “phone exchange 


services in a major medical center 


by C. O. Vermillion, M. D. 


Associate Director, Barnes Hospital-Washington University Medical Center, St. Louis 


WHEN ANY organization expands there are many internal 
service functions which must also expand. One of these 
is internal communication. In the Barnes Hospital— 
Washington University Medical Center, St. Louis, Mo., 
this problem arose because of a major construction program 
and rearrangement of facilities. 

A few years ago this medical center had a_ telephone 
switchboard and mechanical facilities (PBX) for 5000 sta- 
tions to serve the needs of a 750 bed hospital center and a 
large medical school with their numerous business offices, 
service and teaching departments, and research laboratories. 
Additional stations desired were unavailable because otf 
almost complete assignment of existing facilities, and a 


28 


large expansion program of hospital and medical school 
facilities made more telephone equipment essential. 

After discussion of the estimated future needs with 
telephone company representatives an enlarged switchboard 
and mechanical room facilities were planned. Installation 
of this PBX during the early part of 1953 raised the equip 
ment capacity to 700 stations ranging in number trom 
200 to 899, 


for station assignments because of service considerations 


The 100 series of numbers was not utilized 


of the telephone company, and the 900 series was used 
for trunk-lines for outside connections. Since 700 stations 
seemed ample for the needs, four-digit dialing was deemed 
unnecessary. 
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THE NUMBER OF CALLS 92) 
AT ANY ONE TIME IS 


(4) 
3) 
@ BW rwese ane surrce- 


'g) MENTED BY 5 TRUNK 
LINES WHICH ARE 


LIMITED AS SHOWN BY 
THE NUMBERS OW OR 
BESIDE CERTAIN 
ROUTES. 


CENTRAL OFFICE 


OPERATORS & EQUIPMENT 


AVAILABLE TO ANY 
STATION; 3 OF THESE 
ARE ALSO AVAILABLE 
TO THE OPERATORS. 


Some new numbers in the 700 and 800 series were 
assigned to existing stations in order to improve operator 
efficiency and simplify internal calls. Some offices or func 
tions had previously been served by multiple lines with 
numbers as scattered as 226, 384, and 502. In order to 
place a call to such a department it might be necessary 
to dial all three numbers before finding an open line. 
Similarly, for calls coming into the switchboard, the oper- 
ator might have to check three different locations on the 
board to find an open station. To correct this the three 
stations were assigned new numbers in sequence such as 
$51, 2, and 3. This allowed the operator to locate an open 
station more quickly. It also simplified inside dialing as 
these stations were so connected that dialing the first num 
ber, $51, would ring any one of the three lines which was 
open. 

Another principle followed in new station assignments 
was to correlate station numbers for departments which 
had separate installations in different units of the organiza 
tion. For example, if the cashiers, credit office, and informa 
tion service of one unit had stations 211], 227, and 245; those 
departments in a new unit would be given numbers of 
711, 727, 745 while in a third unit they would be given 
numbers 811, $27, and 845. Such assignments made it 
easier to remember the numbers. 

After completing the above reassignments and assigning 
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new stations in certain departments, attention was brought 
to other deficiencies which had existed tor some time but 
had been less noticeable because of former equipment dil 
ficulties which had been improved. The most disturbing 
of such remaining defects was the occasional lack of any 
dial tone when one would lift the receiver to place a call. 
This was felt by many people to be due to mechanical 
errors in the telephone equipment but was actually due to 
insufficient switching equipment. A second difficulty oi 
busy signals on attempting to place outside calls was ob 
viously due to insufficient trunk-lines to the central tele 
phone office equipment. This was rather confusing as 
there were more than 50 outside trunk-lines. Conversation 
with the telephone company service representative and 
other investigations pointed out however that only some 
of these trunk-lines were available for outside calls by 
direct dialing. 

The telephone system of the medical center consists of 
stations arranged in seven different “banks”, each of which 
is composed of stations with the same first digit, such as 
the 200 stations, 300 stations, etc. In the telephone me 
chanical rocra these banks are paired so the 200 and 300 
banks use some common equipment, the 400-500 similarly, 
and the 600-700 similarly, while the 800 bank has its own 
equipment. Placing a call uses three different types of 

(To page 48) 
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THE LARGEST office building in the Carolinas stands on 
a sweep of farmland just southeast of Charlotte, North 
Carolina. To the approaching visitor it shows a face of buff 
colored Norman brick, six hundred feet across, set off by the 
green of the surrounding lawns. The people of Charlotte 
have begun to call it “the Pentagon of the South”; officially, 
it is the new headquarters for the Textile Division of the 
Celanese Corporation of America. 

It is a spacious building, three stories in height in the 
center section, two in the wing sections. It contains 240,000 
square feet of floor space and is capable of accommodating 
a thousand office workers. It is the work of Biberstein, 
Bowles, and Meacham, architects from Charlotte, of Ken- 
neth H. Ripnen Co., Inc., consulting architects from New 


x BL. Se fe York, and of C. M. Guest and Sons, general contractors 


from Charlotte. The building cost appproximately five and 
a half million dollars, 


The new structure is notable not only for its size and 


Entrance lobby is two stories high. Fluorescent tubes above special ceiling lenses 
give shadowless, uniform lighting. Walls, pillars are grained Italian marble. 
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appearance, but also tor the care with which its form and 
facilities have been coordinated with the company’s operat 
ing requirements, and for a number of interesting archi 
tectural innovations that enhance its eficiency and comiort. 

Architecturally, the building impresses with its broad 
facade, in which panels of green, white, and brown “Mo 
Sai” stone have been worked into the overall facing of 
buff Norman brick. Windows are of aluminum, trim ot 
stainless steel. The spacious entrance, with its broad canopy, 
leads to a lobby two stories in height. This lobby is walled 
with glass on the entrance side, and elsewhere with tan 
Italian marble. The floor is of terrazzo, and it is partially 
covered by rugs made trom a blend of Celanese staple fiber, 
wool, and nylon. The lobby is illuminated through special 
ceiling lenses, by fluorescent tubes. On its walls, line sculp 
tured in bronze, is “The Story of Celanese” from raw 
material to finished product. 


A measure of the hitects’ i : . fh 
r architects’ interest in creating an efh entrance 


Continuous troffers housing ceiling fluorescent lights are twice as wide as usual, giving 
better working light, and lending ceiling clear, uncluttered appearance 
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Teletyping center links Charlotte offices with company’s corporate offices in New York, 
and its plants and laboratories in seven other states 


cient and livable building is their introduction of an unusual 
air conditioning system. In effect, the ceilings are double, 
with an air space between in which conditioned air is cir- 


culated. This air is distributed to the interior zone spaces on 
the first and second floors through the perforated metal pan 


acoustical ceilings. These ceilings have acoustical pads set 


on wire spacers above the pans; these are equipped with 
air flow channels. 


Fully equipped first aid unit is feature of building 


This arrangement produces two important results: A 
greater volume of air can be introduced at lower tempera- 
tures, and with a minimum of strong air movement, than 
is possible with conventional diffusers; and because there 
ceiling, 
removed, or relocated without rearranging air diffusing 


are no diffusers in the office partitions can be added, 
fixtures. The system can also be used to distribute warm 
air when required. 

Another architectural innovation is the use of fluorescent 
lighting fixtures in newly-designed continuous troffers which 
are twice as wide as is customary. Two-toot widths are used, 
spaced across the ceilings on ten-toot centers. This spacing 
was adopted to prevent the ceilings from having a cluttered, 
“busy ” 


appearance. Moreover, the arrangement is consid- 


ered to give more comfortable lighting. 

For the convenience of employees, the building has a 
cafeteria with a main dining room designed to seat 380 
people. One of its walls is made largely of glass. to permit 
a view of the surrounding countryside. A smaller executive 
dining room has also been provided tor staff and guest 
luncheons. Other conveniences include elevators and escala 
tors, located to facilitate travel between floors, and the provi- 
sion of parking areas tor automobiles. 

The efficiency and flexibility of the building are made 
possible by such factors as its air conditioning and lighting 
systems. The general offices are placed in the interior 
spaces, yet they are well ventilated and well lighted. In addi- 
tion, the private offices, which occupy the perimeter of the 
building are-adaptable to many potential future uses. The 
steel partitions which have been used are movable and can 
be relocated to form new office arrangements when required. 
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Part 2—Conclusion 


by Ralph W. Fairbanks 


Fairbanks Associates, Management Consultants, Greenwich, Conn. 


MANY controlled circulation magazines carry a reader 
return card on which numbers are keyed to various items 
described within the magazine. Readers are instructed to 
circle numbers referring to the items about which they 
would like further information, and return the card to the 
magazine, which will see that such information is forwarded 
to them. 

As these cards are received in the office, the name of 
each reader requesting the items is typed on a continuous 
strip together with the numbers referring to the particular 
products in which that reader is interested. This strip is so 
processed that information typed on the front also appears 
in reverse on the back of the paper. The continuous strip, 
when the name and address of all readers requesting fur- 
ther information about products have been recorded on it, 
now becomes a tool in the movement of reader requests on 
to the manufacturers of the various products. 

The continuous strip is removed trom the typewriter and 
placed on a simple, hand-operated machine so that the 
typed portion faces up toward the operator, the reverse im 
print faces down in printing position, The operator, noting 
by the numbers appearing beneath a particular reader's 
name that he wants further information about products 
beved to “9:" “15," “16” “271.” ant” 


that reader’s name from the typed strip on five forms, onc 


32.” say will imprint 


for each item. These forms, carrying the reader’s name and 
address now, are placed in a leaf sorter—one form under 
“9,” one under “15,” one under “18” and so on, by another 
clerk as they are printed. 

When the last form card for the last reader request has 
been printed trom the paper strip, it is only necessary to 
remove all the forms collected under “9,” say, place them 
in a jacket bearing that particular manutacturer’s name and 
address (these jackets are made out simultaneously with 
the master sales list of advertisers) and mail them. 

Again, basic information has come into the office, has 
been processed there, and has been sent on its way. Yet 


that information or data has been recorded only once—in 


In these articles Mr. Fairbanks describes how his 
firm inaugurated an integrated data processing sys- 
tem in the offices of a business magazine publisher, 
without installing elaborate new machinery, to illus- 
trate his doctrine that the integrated data processing 
concept does not depend on any one group of ma- 
chines. Last month, he outlined the way in which 
the principle was put into effect in one phase of the 
magazine’s operations: Recording and processing 
information about its readers. 


July, 1954 OFFICE MANAGEMENT 


the typing of the paper strip. The equipment needed: a 
specially processed paper tape, a simple hand-operated print 
ing device to use that tape, and a simple sorting device. 

Betore introduction of this system, typists had prepared 
individually typed reader name and address cards for each 
manufacturer represented on a reader's reply card, had sort 
ed the manually typed cards, and inserted them in enve 
lopes manually typed for the manutacturer: a basic manual 
repetition ot the same data, 

Thus, the integrated data processing concept has been 
applied to another type of incoming information, 

A third example, in the same office: As with any other 
sales operation, magazine space salesman in the field must 
receive information trom their home office concerning their 
prospects, and must also send in information periodically 
concerning their calls on the same prospects. 

This is an example of information flowing into the office 
from various sources, flowing out again in the form of 
notices to salesmen, and coming in a second time from the 
salesmen after they have acted on the information original 
ly received from the home ofhce—a fairly complex recipro 
cal interchange of data between office and salesmen, and 
precisely the sort of exchange carried on continually by all 
offices. 

Yet this too is susceptible to the integrated data pro 
cessing principle—record all information once at the point 
of origin, and from that point on make its processing as 
automatic as possible. 

Let's assume then that information about a new poten 
tial advertiser approached by the magazine salesmen comes 
into the office. That information is coded—very much as 
the readership information is coded by the circulation de 
partment—on to a translucent card which can be entered 
in a master file in the advertising department, but which 
can also be used as a master original for reproductions to 
be sent to the publication's advertising salesmen. Thus, the 
salesman assigned to approach the new advertising pros 
pect has exactly the same information about that prospect 
which the home office has. 

But use of the translucent master does not end there. 
Using the same reproduction unit, and a mask that goes 
between master and copy, a “Salesmen’s report of call” is 
prepared. 

This does not carry all the information which the sales- 
men’s information form does, (the mask prevents non-per- 
tinent information from being reproduced) but it does carry 
the information about the advertiser necessary for proper fil- 


(To page 71) 
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ASSOCIATION NEWS 


Chicago Seminar, business show to be 
held in March 
National Machine Accountants 


February, 


Association reports record four-year 


growth—by Gordon C. Couch February, 
“Modern Management Horizons” theme 
of Chicago seminar, business show March, 
Plans announced for NOMA’s 35th 
international conference March, 
Break company barriers, Chicago 
seminar told—by Carole Lindgren April, 
Annual California business show opens 
April 20 
NOMA’s 35th annual conference opens 
May 23rd in St. Louis 


As we Zo to press 


April, 


May, 


June, 


CASE OF THE MONTH 
Mechanizing Accounts Payable saves 
Diners’ Club $15,000 a year 
by Ralph E. Schneider 
Carborundum finds microfilming 


January, 


current accounts ends record 
storage problems March, 
Chamber of Commerce cross-reference 
system based on two simple forms April, 
Blue Cross Plan uses elapsed time 
computer to measure clerical work 


May, 


LAYOUT AND EQUIPMENT 


Modular units predominate in Keller 

Tool’s remodeled offices January, 
This month: accent on office furniture January, 
New office typifies Canada’s progress February, 


March, 
April, 


Making buildings recession-proot 
Company symbo! tied into office decoration 
Let's condition office space 

by Kenneth H. Ripnen 
Landscaping enters the office picture 

by C. E. Hammond 
A new approach to conference rooms 


May, 


May, 
May, 
Report to top management 

by W. J. 


Storm May, 
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Headquarters office—Brazilian style 


METHODS 


Office troubles fade when methods 
problems go to college — 
by Donald Schoeller 
Don’t blame the switchboard! 
Correspondence is the cornerstone 


February, 
February, 

June, 
How records contro] cut our costs 


by A. L. Mettler June, 
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High school “cooperatives” do the job 
by Robert M. Smith 
“FLT”—a formula to create leadership 
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by Eugene E. Jennings June, 
Your secretary speaking 


by Michele Bisson June, 
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by Robert M. Smith 
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Where do we stand today on automatic 
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by W. P. Livingston January, 
More Profit—less paper (Conclusion ) 
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March, 
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Integrated data processing for the 
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by Ralph W. Fairbanks 


Part Il appears on page 33 of this issue 
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A Monthly Feature 


Tools of the Off 


‘ice 


Numbering Machines 
Time Stamps and Recorders 


Staplers 


Manufacturers’ List on Page 44 


Bates’ multiple movement 
numbering machine 


Ajax Time Stamp Co., Ine. 
Iilustration. At \ett. 
\iodel. “Quick-Set” model QR. 
Description. An electrically operated 


model, using a solenoid. Has change 
levers to set gear wheels quickly to 
new settings. Has space for up to 
hiiteen wheels, of which up to ten 
are normally connected to levers for 
outside set; other wheels set by stylus 
or by raising head of machine. Wheels 
are of solid brass, engraved. 


Wheels can be engraved with letters, 


Ajax’s model QR “Quick-Set” numbers, symbols, etc. Upper and/or 
lower die plates available. Changeable 
word cylinder available instead of up- 
per die plate; desired word is then 
selected by a turn of an outside knob. 

Prints through ribbon which has 
automatic feed and reverse, and can 
penetrate carbon forms. 

Dimensions: 5 by 8& by 10° in. 
weight, 12% Ibs. 

Price. From $250, depending on 
number of wheels. 


American Numbering 

Machine Co., Ine. 
Illustration. At left. 
Model. No. 41 “American Visible.” 
Description, A hand operated model! 

in which numbers are advanced auto- 


x. 
; — 


| AMERICAN VIS 
; 


matically. Provides consecutive, repeat, 
and duplicate numbering automatical- 
ly. Triplicate or quadruplicate num- 
bering can be substituted for duplicate. 

Normally equipped with six steel 
wheels, but variations on the standard 
model permit as many as fifteen 
Wm. A, Force’s No. 150 American Numbering Machine's No. 41 Wheels, printing combinations of prefix 
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letters, sufhx letters, words, dashes, 
dates, symbols, numbers, etc., as de- 
sired. 

Number to be printed next is visible 
to operator through window in front 
ot machine. Special figures available in 
a wide variety of styles of type. Ma 
chine is 444 in. wide, 2 in. deep, 5% 
in. high, and weighs | lb., 4 oz. 

Price. $28 to $90, depending on 
number ot wheels and styles ot figures. 

Other Models. A variety ot models 
including a nine-movement machine 
that, in addition to consecutive, repeat, 
and duplicate numbering, can repeat 
each number 3, 4, 5, 6, 10, or 12 times 
automatically. Also a lever-operated 
model tor repeating numbers an ir 
regular number of times, a calendar 
dating machine, and a series of “Speed 
Set” models in which numbers are set 
by levers. 


The Bates Mfg. Co. 
Illustration. Opposite page, top 
Model. 


bering machine. 


Multiple movement num 


Description. A hand operated mod 
el which automatically provides con 
secutive, duplicate, and triplicate num 
bering; can also be set for repeat num 
bering. Wheels are engraved; models 
available with from tour to. sixteen 
wheels. 

Various type styles offered, and up 
per and lower die plates are obtain 
able to print words, symbols, etc. Bake 
lite used in frame to reduce weight 
almost in half; frame guaranteed 
against breakage. 

Machine has roller bearings; pawl 
that operates type wheels is inside the 
wheels to protect working parts from 
dust and dirt. When re-inking, felt 
pad need not be removed from ma 
chine. 

Weight, approximately | lb.; dimen 
sions, about 5 by 244 by 1 in. 

Price. From $25 up. 

Other Models. About 20 other mod 
els with up to octuplicate numbering; 
also a lever-operated model tor irregu 
lar numbering. Skip numbering and 
backward numbering also available. 


Next Month: 
Adding and 
Calculating Machines 
Dictating and 
Transcribing Equipment 
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Cummins-Chicago Corp. 
Illustration, Opposite page, center. 
Model. No. 320 automatic number 

ing pertorator. 

Description. An electrically driven 
model, using 110-volt, 50-60 cycle AC, 
but available for use with DC. Num- 
bers and dates are punched through as 
many as twenty sheets in one opera 
tion. Numbering is automatic; ma 
chine has provisions for consecutive, 
repeat, and duplicate numbering. 

Machine is actuated by inserting 
papers; the numbering matrices ad 
vance automatically with each number 
ing operation, Has five automatic rings 
and can punch any legend, date, and 
number. 

Dimensions: width, 8 in.; height, 11 
in.; length, 13 in. Weight, 58 Ibs. 

Price. $1,134. 

Other Models. Other models include 
electric and hand machines with trom 
5 to 17 rings, of which up to five may 
be automatic. Automatic numbering 
provided on most models; some manu 
ally set models available. Prices trom 
$248 to $1,380. 


Wm. A. Force & Co., Ine. 
lilustration, Opposite page, bottom. 
Model. No. 150, 

Description. A hand operated ma 
chine equipped to provide consecutive, 
duplicate, and repeat numbering auto 
matically. Triplicate or quadruplicate 
action obtainable in place of duplicate. 
Has six engraved steel wheels; normal 
ly these are number wheels, but letter 
wheels may be substituted for the first 
number wheel, printing A to J, K to 
R, or S to Z. Type available in various 
sizes and styles. 

Frame is of polished metal with 
plastic handle. Has graduated gauge 
plate base to aid in placing numbers 
accurately on sheet being marked, 

Machine weighs 1 |b., 2 0z., meas 


ure 3% in, in height, 2% in. in 


width, and 2 in. in depth, 

Price. $20, pius excise tax. 

Other Models. Other numbering 
machines available including lever-set 
models. These have varying numbers 
of wheels equipped to print numbers, 
letters, dates, etc., and have other fea 
tures varying with model. Power mod 


els available on special order. 


Reiner Numbering Machine Co. 
Illustration. Upper right. 

Model. No. 290. 

Description. A numbering machine 


Reiner Numbering Machine's No. 290 


with a minimum of four wheels and 
a maximum of 30, set individually by 
lever. Can be had with 5-action auto- 
matic wheel change, including con 
secutive, duplicate, triplicate, quadru 
plicate, and repeat. Has visible dial to 
show what number is set up to be 
printed, 

Available for standard hand opera 
tion, but also offered in version tor 
use in conjunction with a chucking de 
vice and attachments for foot pedal 
operation, 

Wide variety of type faces and sizes 
available. Machine prints numerals, 
letters, and phrases. 

Height, 7% in.; width varies with 
number of wheels. 

Price. From $45, for four-wheel lev 


Roberts Numbering Machine's No. 50 
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Cincinnati's No, 8000 “Paymaster” 


Ajax’s model TS time stamp 


er operated model, $66 for chucking 
device for foot pedal operation. 

Other Models. A \ine of 30 models, 
including daters, combination number 
ing and dating machines, numbering 
machines and daters equipped with 
die plates, price markers, and other 
types. Prices for daters begin at $5, 
for numbering machines at $14.95, 


Roberts Numbering Machine Co. 
Illustration, Preceding page. 
Model. No. 50. 

Description. A hand operated model 
with consecutive, repeat, and a choice 
of duplicate, triplicate, or quadrupli 
cate automatic numbering. Equipped 
with from six to nine number wheels. 
Type available in various sizes and 
styles, 

Has visible automatic indicator with 
fingertip action control lever. Machine 
is of all-metal construction. 

Weight, 14 0z.; height, 5% in. 

Price. $20 for the six-wheel model 
with standard type; price varies with 
additional wheels and other type styles. 

Other Models. A \ine of 18 models, 
with machines having from four to 
eleven wheels. Some print dates as 
well as numbers, and die plates can 
be supplied to print letters, symbols, 
etc. Lever-operated models obtainable, 
as well as machines with as many as 14 
movements. 


Time Stamps and 
Recorders 


Ajax Time Stamp Co., Inc. 
Illustration. At left, bottom. 
Model. Model TS. 

Description. An model, 
primarily designed for mailroom work. 
Uses 110-volt 60-cycle AC. 

Time information printed in the 


electric 


form of a clock dial with hands show- 
Date and either “AM” or 
“PM” printed in numerals and letters 


ing time. 


below the dial. Can be set also to 


print name or other information. 


Various styles offered. 

Has direct plunger action. Time unit 
separated from stamping unit by uni- 
eliminate 


joint designed to 


shock. Changeable word rolls avail- 


versal 


able. Engraved brass date wheels used; 
safety lock provided to prevent un- 
authorized changing. 

Weight, 8% lbs., dimensons, 6 by 6 
by 9 in. 


Tools of the Office 


Price. $68.50. 

Other Model. No. SW is similar, 
but is spring driven and is portable. 
Price, $66.50. 


Caleulagraph Co. 
Illustration, Opposite page. 
Model, No. 141 “Calculagraph.” 
Description. 
ered unit, designed primarily for work 


An electrically pow- 
measurements, which prints the start- 
ing and finishing times of a job and 
computes and automatically prints the 
elapsed time, It can automatically omit 
lunch and other non-working periods 
from elapsed time calculations. Oper- 
ates on 110-volt current; spring driven 
models available. 

Time information printed in clock 
dial form. Time shown in hours and 
tenths of an hour. (Other models give 
time in hours and minutes.) Other 
printed information includes date and 
“AM” or “PM.” Adaptable to almost 
any size or type of card used in indus- 
try. 

Can handle numerous measurements 


‘ 


at once; the company states that “any 
number of job cards may be started or 
finished on the same Calculagraph, ir- 
respective of the order of starting and 
finishing.” 

Unit may be mounted in Type “A” 
case, for placement on top of table, or 
in Type “C” case for flush mounting. 
Weight, about 18 Ibs. 

Price. $225, f.0.b. Harrison, N. J. 

Other Models. Six models varying 
as to method of printing time (hours 
and tenths or hours and minutes), 
power (electric or spring), etc. 


The Cincinnati Time 
Recorder Co. 

Illustration. At left, center. 

Model. No. 8000 “Paymaster.” 

Description. An automatic electric 
attendance time recorder, used with 
payroll time cards, Operates on 110- 
volt 60-cycle AC. 

Has three wheels: first prints either 
day or date, second prints hours, and 
third shows minutes, tenths, or hun- 
dredths. Hours may be shown from 1 
to 12 AM and from | to 12 PM, from 
1 to 24, or from 0 to 23, Time informa- 
tion stamped in numerical form. Print- 
ing is adaptable to payroll card; infor- 
mation may be printed vertically or 
horizontally. 

Unit is equipped with automatic 
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Simplex’s Model HACG time stamp 


24-hour minute signal control which 
may be set for any work schedule; 
used with a two-color time card, this 
permits the stamping of irregular hours 
(such as late hours of arrival or early 
hours of departure) on red portions of 
card. This is accomplished by means 
of automatic minute scheduling of card 
position. Company refers to this fea 
ture as “color magic.” 

Face of unit has 7-in. clock dial; 
clock either has individual synchron 
ous motor or is master controlled. Re 
corder is self regulated every 24 hours. 
Printing ribbon reverses automatically 
and has slip-on type of ribbon change. 
Free floating gear and ratchet design 
used to eliminate damage through mal 
adjustment of recorder mechanism. 

Case is 144 in. high, 141% in. wide, 
and 9!) in. deep. May be mounted on 
wall, table, or shelf, Case has two-tone 
grey finish. 

Price. $315, base. 


Other Models. An extensive line 
including time signaling equipment, 
program timers, time printers, auto 
matic time stamps, consecutive spacing 
time recorders, payroll and job-cost 
time recorders, semi-automatic payroll! 
recorders, master time and program 
contro] systems, etc. 


The Dorson Corp. 
Model. Model H “Dorson Jr.” 
Description. A spring driven, hand 
operated time stamp, usable for mail 
room work and other time measure 
ments. 


Time information printed in clock 
dial form, with date, year, and “AM” 
or “PM” in letters and numerals adja 
cent to the dial. Rubber printing dies 
available to print company name, cd: 
partment, etc. 
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Joslin’s “Eclipse” time stamp 


Clock has 40-hour movement with 
4jewel escapement. Dial is etched 
black and silver, Spring base designed 
to keep rubber printing surface off ink 
pad when stamp is not being used. 

Dimensions: height, 4 in.; height 
including base, 544 in. Printing area, 
2 in. square. 

Price. $30, including F.E.T. 

Other Model. Model K 1s similar, 
with the added feature that the time 
can be set only by means of a key, a 
device designed to make it “tamper 
prool. s 


International Business 
Machines Corp. 
Illustration, Opposite page, top. 
Model. No. 8500 time recorder. 


Description, An electric automatic 
time recorder used with time cards 
and for other time measurement pur 
poses. Operates on either 115-volt or 
230-volt AC at 25, 50, or 60° cycles 
when used individually; or on 12, 24, 
48, or 115 volts of DC when used in 
Time System operation. 

Has three standard printing wheels, 
plus an optional symbol wheel. Printed 
information includes day or date, hours 
and minutes, or 0-23 hours, tenths or 
hundredths of hours, in addition to 
optional symbols. Time information 
printed in numerical form; arrange 
ment on card may be either vertical or 
horizontal. 

Time cards are automatically posi 
tioned for IN and OUT registrations. 
Unit has automat programming ol 
day-to-day changes and a_ two-color 
auditing feature which indicates ir 
regularities such as overtime, lateness, 
and early departures. Such irregu 
larities printed in red; also, where 


machine is set up to print information 


Caleulagraph’s No. 141 


vertically on time card, irregularities 
are printed In outot pattern registra 
tion, providing double check. 

Printing mechanism actuated by au 
tomatic trigger-trip. Machine has di 
rect subtraction recording to aid in 
computation of time. 

Optional features include external 
key-operated reset, internal bell signal, 
extra time signaling circuit, circuit tor 
indicating clock operation, ete, 

This model can also be used to 
sound audible signals in accordance 
with pre-selected programs, and can 
control wall clocks for complete co 
ordination of time recorded, indicated, 
and signaled. 

Dimensions: width, 141) in.; height, 
16 in.; depth, 9% in.; weight, 60 Ibs, 

Price. Base price, $290, varying 
with features desired, 

Other Models. Three other time re 
corders priced from $225 to $320, base. 
Also three models in a line of time 
stamps, designed for mailroom and 
time measurement work. 


A. D. Joslin Mfg. Co. 

Illustration. Above, center. 

Model. “Eclipse” time stamp. 

Description. A non-electric time 
stamp for use in the mailroom and tor 
other time measurements, 

Has three impression dials, giving 
date, time of day, “AM” or “PM,” 
and special words, such as “RE 
CEIVED,” “FORWARDED,” 
“FILED,” “RECORDED,” ete, Time 
is shown by printed clock dial. 

Clock is spring driven, with jeweled 
balance, 40-hour 

| 


spring shock absorbers, Unit available 


movement. Has 


with either stem set or key set. 
Weight, 20 0z.; base, 344 in, square 
Price. $30, including F.E.T. 
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Wilson Jones’ No. T155G “Tatum” 


Markwell’s “S-O” OBRO 


Arrow Fastener’s No. 202 


> 


~— 


Lansdale’s “Clipless” paper fastener 


Northwestern Clock Co. 
Model. Model D “Chronoscope.” 
Description. A desk model electric 


timer used for measuring elapsed 
time, telephone conversations, etc. 


1160-volt, 60-cycle AC; 
other cycles and voltages available. 


Operates on 


Dial permits measuring five or fif- 
teen second allowance, Can be set to 
give bell signal at two-and-a-half min 
utes, or at other times. Has self-start- 
ing synchronous motor. 

Price. $9.95., f.0.b. Omaha, Neb. 

Other Model. Model M, similar, but 
designed for mounting, also priced at 
$9.95, 


Simplex Time Recorder Co. 
Illustration. Preceding page. 
Model. No, HACG time stamp. 
Description. An electric time stamp 

work and for 

other time measurements. Operates on 
115-volt AC; also available for DC. 

Phos 


phor bronze type wheels are used. In 


for use in matlroom 


Has eight printing wheels. 


formation printed includes month, 
date, time, “AM” or “PM,” year, and 
other special matter printed from up 
per and lower dies, Time information 
printed in numerals and letters. 

Unit supplied with either finger 
registering plate or automatic trigger- 
trip feature. 

Weight, 22 Ibs.; unit measures 5 by 
7 by 8 in. 

Price. $150. 

Other Models. \ncluded in the line 
is the model 5000 time recorder for 
use with time cards. This model prints 
vertically or horizontally as desired, 
showing late arrivals and early depart- 
ures in a second color. Has automatic 
positioning for each payroll period, 
direct subtraction to compute payroll 
time, signal system unit, one-minute 
positioning, hand-engraved bronze 
printing wheels, and other features. 
Time recorders priced from $165 to 


$315, 


Stromberg Time Corp. 

Illustration. Page 38. 

Model. No. 5 time stamp. 

Description, An electric time stamp 
for mailroom use and other time 
measurement operations. Operates on 
115-volt 60-cycle AC. 

Time information, printed in num 
ber and letter form, year, 
month, date, “AM” and “PM,” hour, 
and minutes. Machine can also print 
firm name or other identifying words, 


“RECEIVED,” 


includes 


and words such as 


Tools of the Office 


“SENT,” “FILED,” etc., both above 
and below time line. Has automatic 
reverse. Mechanism 
by finger touch, 

Operates from AC, from <Autoset 
Master Clock System, or from a West 
ern Union Clock. 

Can be provided with lock to pre 


ribbon actuated 


vent unauthorized changing of time: 
can also be equipped with setting dial 
visible at all times. 


Dimensions: width, 44 in.; length, 


10', in; height, 8% in. Depth of 
throat, approximately 5 in. Shipping 


weight, 14 lbs. 
Price, From $105, plus Excise Tax. 
Other Models. 


such features as automatic trip, frac 


Other models have 


tions of minutes, etc. 


Staplers 


Ace Fastener Corp. 
Illustration. Page 44. 
Model. No. 702 “Clipper.” 


Description, A hand plier designed 


+ 


to accommodate up to 35. sheets of 
average weight paper. It is light in 
weight (12 oz.) and is 6% in. long. 
Depth of throat is 2% in. Holds 210 
No. 700 “Clipper Glider” staples. 
Price. $5, list, 
Other Models. 
combination — stapler, 
fastener, and tacker (No. 502), several 


staplers and tackers, a staple remover, 


The line includes a 


pinner, hand 


and staples. 


Andrew Technical Service 

Illustration. Page 44. 

Model. Andrew Automatic Stapler. 

Description. An electrically powered 
unit used to operate a standard hand 
stapler, which is positioned in the base 
of the machine. Operates on 115-volt 
AC. 

Unit actuated by a 
machine is 


touch on the 


control lever; idle, not 
using current, except when lever is 
pressed; it has no motor, power being 
supplied by an electromagnet. Unit 
can also be operated by an optional 
foot control. Machine designed to ac 
commodate up to 50 sheets of sixteen 
pound paper. 

Unit is portable, weighing ten 
pounds and plugging into any stan- 
dard outlet. 


(To page 42) 
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Tatum ULUHly, Steven 


Saves time three ways 


& Penetrates bulky materials with & Staples to any surface that a 
easy, one-hand pressure. Speeds many thumb-tack can penetrate . . . drawing 
tissue copies at a tap. No tearing. No jobs of packaging, bagging, swatching and bulletin boards, shelving, windows, 
sticking. Fast, secure and neot. ... attaching labels and cards. walls. Makes tacking fast and easy. 
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A Buddy at Every Desk a 
Multiplies These Benefits \. . | P 
Throughout Your i. 
ENTIRE OFFICE OPERATION! 


Girls like its comfortable, light weight 
personal-size . . . use the Buddy Stapler 
constantly to simplify a// paper work. 
Yet men find its rugged, all-steel con- 
struction handles the heaviest stapling 
jobs ... year after year. 
The Buddy Stapler can't jam. Clears 
itself automatically. Refills in seconds 
. with strips of any standard-size 
staple. Snap .. . it's ready for instant 
use... in any of 3 ways! 


» Staples more than 40 sheets of 
tough bond paper, or a pair of flimsy 


Tatum Taper Tip chisel action Staples dig in 


full depth and hold tight! ; 
. +. even improve operation of obsolete, old type a 
machines. Their Golden Tone finish retards rust % 
. . . keeps them bright and clean looking. Try a 


Buddy with sharper Taper Tip Staples today! 


WiItson JONES 


209 S. JEFFERSON STREET ° CHICAGO, U.S.A. 


41 


See or telephone your own local Stationer or 
Office Supply retailer. Or, write us for name 
of your nearest Wilson Jones Dealer. 
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Price. For a combination including 
the power unit, 50 boxes of staplers at 
60 cents each, and a stapler, $114.50. 
Other Model. A_ similar unit de 
signed to operate two staplers simul 


taneously is also obtainable. 


Arrow Fastener Co. 

Illustration, Page 40. 

Model. No. 202. 

Description, A desk stapler which 
can be adjusted for use as a tacker. 
Designed to accommodate up to 40 
sheets of sixteen-pound bond paper. 

Has a patented mechanism designed 
to be non-clogging, a stainless steel 
cap, and rubber suction pads on base. 


Construction is of steel. 

Stapler is 7 in. long and has a throat 
3% in. in depth. Weight, 16 oz. 

Price. $5.50, list. 

Other Models, A variety of staplers 
of various sizes, features, and capac 


ities. 


The Bates Mfg. Co. 

Illustration. Page 44. 

Model. “Mercury Sr.” 

Description. A desk stapler which 
can be used also as a pinner and tack- 
er. The upper portion of the machine 
can be easily removed for this purpose 
if desired. 

Has patented construction designed 


Tools of the Office 


OFFICE MANAGEMENT'S 
KEY EXECUTIVE PAID CIRCULATION 


increas 


over 35% 


Now ex eeds 14,00 * 


fro 


May 


Witness This 


Steady Growth  scribers 
In Paid In steadily 
Circulation 


(According to 
A.B.C. Report) 


September 6,555 
December 9,427 
ficiency. 
1953 ei 
March 9,604 
May 10,211 
June ‘ 10,506 
September 11,027 
December 12,185 


and continuing 
into 1954... 


212 Fifth Avenue 


Specialized office systems and equipment 
features attract top executive PAID sub- 


increasing numbers, more and more 
office management executives have been digcovering 
OFFICE MANAGEMENT as their indispensable 
source of vital management information on office 
systems, services, supplies and equipment. That's 
why management executives pay subscription fees to 
1952 OFFICE MANAGEMENT—the only A.B.C. audited 
voluntarily patd publication edited exclusively for 
executives concerned with office operations and 


MANUFACTURERS 

OFFICE MANAGEMENT'S executive readers wel- 
come your advertisements. They are alert to neu 
procedures, and new ideas, to solve equipment and 
supplies problems. Your advertisement gets real 
penetration thru this active readership. Reach these 
key executives with real purchasing authority— 


*March 13,005 start your schedule next month. 
*May 14,053 
sedlh te tnt poet Set copy, Ist of preceding month 
of 1954 CLOSING DATES: ner a plates, 5th of preceding 
month. 
Sante. ess °, 
“4 ° FY in 
©: ® 
e)\_ 4) % Al 
Sua *oen® 


The Magazine for Management Executives 


Published by Geyer Publications, Established 1877. Offering the most complete 
publishing service in the office equipment and stationery field 


New York 10, N. Y. 


to be jam-free, Equipped with rubber 
base pads. Throat depth is 4% in. 
Holds 210 standard staples. 

Body of triple-plated chrome, base 
available either in chrome or grey 
hammertone finish. 

Price. $6.50 to $7.50, depending on 
finish. 

Other Models. The line includes 
“long reach” models, as well as mod- 
els of other sizes and capacities. The 
company also manufactures a power 
arm designed to give comfortable lev- 
erage for heavy stapling. 


Bostitch 

Illustration. Page 40. 

Model. No. BSR. 

Description. A combination desk 
stapler, plier, and tacker; base is re- 
movable. Designed to accommodate up 
to 30 sheets of sixteen-pound bond pa 
per. Has a built-in staple remover. 

Depth of throat, 2% in.; base 
measures 5% by 1% in. Weight, 5% 
OZ. 

Price. $2.85; slightly higher in West 
and Canada. 

Other Models. An extensive line of 
staplers, stapling pliers, stapling ham- 
mers, and table tackers in various 
sizes and of various capacities and 
features. Included are electromagnetic, 
air driven, and spring operated models 
and models with throats up to 18 in. in 
depth. 


Fastener Corp. 

Illustration. Page 40. 

Model. “Duo-Fast” pocket stapler, 

Description. A pocket-size stapler 
about the size and shape of a fountain 
pen. Provided with pocket clip. 

Holds 100 staples and is designed 
to staple up to 12 sheets of ordinary 
paper. 

Weight, 1 oz. 

Price. $2.95, gift boxed. 


Lansdale Products Corp. 

Iliustration. Page 40. 

Model. Mosda Clipless Paper Fast 
ener. 

Description. While this machine is 
not a stapler, it accomplishes the same 
purpose. It fastens paper together by 
the following process: two small cuts 
are made in the paper, one U-shaped, 
the other a straight cut not far from 
the open end of the “U.” The 
“tongues” formed in making the U-cut 
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are bent back through the straight 
slit, which holds them in place. The 
company describes this is as an “inter- 
lacing” process. 
The fastening operation is per- 
formed instantaneously by pressing the 
knob of the machine, much in the 
manner of operating a desk stapler. 
The machine measures 2 by 3% by 3 
in. and has a “no scratch” base finished 
in enamel, 


Price. $4.95. 


Markwell Mfg. Co., Ine. 
Illustration. Page 40. 
Model. “S-O” OBRO. 
Description, A combination desk 


stapler, tacker, and pinner, designed 


to accommodate up to 25 sheets of 
paper. 

Depth of throat is 5 in., and stapler 
is 9'4 in. long overall, 2 in. wide, and 
1% in. high. 

Weight, 1 lb., 12 oz. Stapler is de- 
signed to allow quick accessibility to 
entire interior. 

Price. $7.90 in grey wrinkle finish, 
$9.50 in chromium, including Excise 
Tax. 


Other Models. Thirteen models in 


the “Pacemaker” line, ranging trom 
small sizes to heavy duty models, in 
cluding tackers, regular staplers, pin- 
ners, and models combining — these 
functions, Some models have long 


reaches. 


Metal Specialties Mfg. Co. 
Model, “Presto” stapler. 
Description. A desk model stapler. 
Has a depth of throat (to staple posi 
tion) of 1%4 in. Measures 5!) in. in 
length, 1! 
in. in height. 


in. in width, and about 1! 


Provided with a removable rubber 
base which fits over the regular metal 
base of the stapler; this base protects the 
desk top and, at the same time, offers 


storage space for 900 staples. 


Neva-Clog Products, Inc. 

Illustration. Following page. 

Model. No. J-60. 

Description. A stapling plier which 
can also be used for temporary pin- 
ning. Anvil is of new design and can 
easily be shifted from position for per 
manent conventional clinch-type fast- 
ening to position for temporary pin 
ning. Shifting is accomplished by a 


“button” on bottom of plier. Ends of 
the pin-like staple bend flat against 
back of paper to avoid snagging. 

Other Models. The line contains a 
variety of staplers and stapling pliers, 
including larger models for office and 
industrial use. 


Speed Products Co., Inc. 

Illustration. Following page. 

Model. No. 4 “Swingline.” 

Description. A desk stapler and 
tacker with a pinning feature. De 
signed to accommodate up to 40 sheets 
ot paper. 

Has open channel for easy loading 
ol staples; stroke control designed to 
be jam-proof. Equipped with rubber 
leet. 

Overall length, 8', in. shipping 
weight, 114 lbs. Throat depth, 4 in. 

Available in jade, topaz, pearl, grey, 
and in combinations of any of these 
colors with chrome. 

Price. $6.50; with chrome, $7.50. 

Other Models. A variety of staplers, 
tackers, pliers, and units combining 
these functions. The line includes long 
reach models, models with power lev 


ers, and compression tackers. 


WHAT WOULD YOU LIKE TO SEE IN "TOOLS OF THE OFFICE"? 


Judging by reader response, "Tools of the Office” is one of 
OFFICE MANAGEMENT'S most popular features. Appearing month- 
ly, it surveys, in the course of a year, more than two dozen different 
types of office equipment currently on the market. 

Just now we are preparing the “Tools” schedule for 1955. To 
guide us in selecting for coverage the types of equipment that 


interest you most, we invite your suggestions. 

There is space on the form below for you to check the items 
you would most like to see covered in ‘Tools. Please double check 
the ten you think most important. There is room, too, to write in 
items we have not listed, and you are invited to add any com- 
ments or suggestions you care to offer. 


To: Office Management, 212 Fifth Avenue, New York 10, N. Y. 


| have checked below the items | should like to see presented in''Tools of the Office.” 


checked. 


Adding and Calculating 
Machines 


Desks, Executive 


Lamps, Desk 


Those | consider most important are double 


Sorting Devices 


Addressing Equipment 
Air Conditioning Equip- 
ment 

Bookkeeping and Account- 
ing Machines 
Bookkeeping and Account- 
ing Systems 

Cash Registers 

Chairs, Executive 

Chairs, Secretarial Posture 
Check Devices 

Collators 

Copy Holders 

Counting Machines 


Desks, General Office 
Dictating Equipment 
Drafting Room Equipment 
Duplicating Equipment 
Fans and Air Circulators 
Filing Cabinets 

Filing Systems and 
Supplies 

Floor Coverings 

Floor Maintenance Equip- 
ment 

Folding Machines 
Gathering Racks 
Intercommunication 
Equipment 


Lighting Fixtures 

Lockers and Wardrobes 
Mail Openers 

Mailing Machines 
Machine Stands 
Microfilm Equipment 
Numbering Machines 
Partitions, Office 

Postage Metering 
Machines 

Postal Scales 

Posting Trays and Stands 
Punched Card Equipment 
Rotary Card Files 


Staplers 

Tape Recorders 

Time Stamps and 
Recorders 

Transfer Cases 
Typewriters 

Visible Record Systems 
Wall Coverings 

Water Coolers 


Comments and Suggestions 
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Ace 


Fastener’s No. 702 “Clipper” 


Neva-Clog’s No. J-60 


Andrew's automatic stapler 


Staplex’s electric stapler 


The Staplex Co. 

Illustration. Below, lett. 

Model. Staplex electric stapler. 
Description, An automatic electric 
stapler with solenoid operation. Has 
no motor. Is actuated merely by in 
sertuing material into unit; requires no 
foot pedals or levers. Operates on 110 
volt 60-cycle AC. Model also available 
to operate on 110-volt DC, 

Stapling position quic kly adjustable 
up to depth of 444 in. by turning knob 
on a calibrated scale. Uses standard 
staples one-half inch wide and one 
quarter inch in leg length. 

Machine is 10%, in. 


deep, and 4% in. 
}?! 


high, 10 in. 
wide, and weighs 
lbs. Equipped with rubber suc 
tion cups to prevent slipping or mar 
ring desk tops. 


Wilson Jones Co. 


Illustration. Page 4. 
Model. No. T155G “Tatum.” 


Description, A desk model stapler 
which can be used also as a tacker and 
hand plier. Designed to accommodate 
up to 32 sheets of bond paper. 

Made entirely of metal. Weighs 12 


Measures 2 


oz. boxed. in, in height, 
4") in. in length, and 1!) in. 


Available 


plate on top, or in a gilt package with 


in width. 
with metal advertising 
2,500 staples, or in a gold-plated ver 
sion. 
Price. $2.75, list. Special versions at 
higher prices. 
Other Models. 


including a large desk stapler, another 


Four other models, 


desk stapler, and two plier models. 
Prices range from $2.50 to $7.70, de 
pending both on model and quantity 
ordered, 


Manufacturers’ List 


Numbering Machines 


Ajax Time Stamp Co. 

368 Broadway, New York 13 
American Numbering Machine Co., 

Inc. 

Atlantic & Shepherd Aves., 

Brooklyn 8, N. Y. 
Ameurope, Ine. 

57 Newark Ave., Jersey City 2, N. J. 
Bankers & Merchants, Inc. 

3229 N. Sheffield Ave., Chicago 13 
Bates Mtg. Co., The 

30 Vesey St.. New York 7 
Cummins-Chicago Corp. 
4740 N. Ravenswood Ave., 
Chicago 40 


OFFICE MANAGEMENT 


Tools of the Office 


Force & Co., Inc., Wm. A. 

220 Nichols Ave., Brooklyn 8, N. Y. 
Fulton Marking Equipment Co, 

82 Fulton St., Elizabeth 1, N. J. 
Gibson Co., Inc., A. C. 

70 Oak St., Buffalo 5, N. Y. 
Meyer & Wenthe, Inc. 

30S. Jefferson St., Chicago 6 
Miller Products Co., Inc. 

25 Warren St., New York 7 
Numberall Stamp & Tool Co. 

Huguenot Park, 

Staten Island 12, N. Y. 
Rapidprint Time Recorders, Inc. 

P.O. Box 580, Middletown, Conn. 
Reiner Numbering Machine Co. 

165 O'Farrell St., San Francisco 2 
Roberts Numbering Machine Co. 

700 Jamaica Ave., Brooklyn 8, N. Y. 
Time, Date & Number, Inc. 

298 Broadway, New York 7 


Time Stamps and Recorders 


Ajax Time Stamp Co. 

368 Broadway, New York 13 
American Seal & Stamp Co. 

32S. Clark St., Chicago 3 
Calculagraph Co. 

306 Sussex St., Harrison, N. J. 
Cincinnati Time Recorder Co., The 

1733 Central Ave., Cincinnati 14 
Dorson Corp., The 

605 W. Washington Blvd., 

Chicago 6 
Gibson Co., Inc., A. C. 

70 Oak St., Buffalo 5, N. Y. 
International Business Machines Corp. 

590 Madison Ave., New York 22 
Joslin Mtg. Co., A. D. 

123 Arthur St., Manistee, Mich. 
Kastens Co., Henry 

542 W. 27th St., New York 1 
Lathem Time Recorder Co. 

76 Third St, N. W., Atlanta, Ga. 
New Diamond Point Pen Co., Inc. 

236 Fitth Ave., New York 1 
Northwestern Clock Co. 

703 S. 16th St., Omaha 2, Nebr. 
Rapidprint Time Recorders, Inc. 

P.O. Box 580, Middletown, Conn. 
Roberts Numbering Machine Co. 

Brooklyn G; I. Be 

700 Jamaica Ave., 
Self Winding Clock Co., Inc., 

205 Willoughby Ave., 

Brooklyn ae N. ¥. 
Simplex Time Recorder Co. 

26S. Lincoln St., Gardner, Mass. 


(To page 46) 
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STAPLES ° PINS * TACKS 


Here is by far the biggest value the stapling machine 
dollar ever bought. The ACE SCOUT, at its popular 
low price, gives all the sturdy dependability and un- 
failing performance which have made ACE Staplers 
famous for more than 20 years. The same watch-like 
precision and fine materials go into the Ace Scout as 


we build into the highest priced ACE Stapling 


7s [fez 
og 


ACE STANDARD 


ACE PILOT 


ACE CLIPPER ACE LINER 


Machines. If you want the ONE low priced Stapler 
that gives bigger value, longer service . . . that never 
fails to work . . . insist on getting the ACE SCOUT! 
Its many uses (it Staples, Pins, and Tacks) gives the 
SCOUT extraordinary value. Ask your stationer 
to show you an ACE SCOUT, See, also, ACE No. 
200 Staples and the handy ACE Staple Remover. 


SOLD THROUGH LEADING STATIONERS 


ACE STAPLE 
REMOVER 


ACE STAPLES 


ACE FASTENER CORPORATION 


OFFICE MANAGEMENT 


3415 NORTH ASHLAND AVENUE 


IN CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 ® 770 DU PONT ST., TORONTO 4 
July, 1954 
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Manufacturers’ List 
(Continued from page 44) 


Stewart & Co., Inc., R. A. 

80 Duane St., New York 7, N. Y. 
Stromberg Time Corp. 

135 S. Main St., Thomaston, Conn. 
Time, Date & Number, Inc. 

298 Broadway, New York 7 


Staplers 

Ace Fastener Corp. 

3415 N. Ashland Ave., Chicago 13 
Acme Staple Co, 

1643 Haddon Ave., Camden 3, N. J. 
Andrew Technical Service 

6972 N. Clark St., Chicago 26 
Apsco Products, Inc. 

336 N. Foothill Rd., 

Beverly Hills, Calif. 
Arrow Fastener Co., Inc. 

1 Junius St., Brooklyn 12, N. Y. 
Bates Mig. Co., The 

30 Vesey St., New York 7 
Bostitch 

Mechanic St., Westerly, R. I. 
Fastener Corp, 

860 Fletcher St., Chicago 14 
Green, Inc., T. 

1] W. 30th St., New York 
Hotchkiss Co., The E. H. 

10 Hoyt St., Norwalk, Conn. 
Lansdale Products Corp. 

P.O. Box 568, Lansdale, Pa. 
Majestic Staple Co, 

1100 Myrtle Ave., Brooklyn 6, N. Y. 
Markwell Mfg. Co., Inc. 

200 Hudson St., New York 13 
Metal Specialties Mfg. Co. 

1975 N. Cornell Ave., 

Melrose Park, Ill. 
Miller Products Co., Inc. 

25 Warren St., New York 7 
NevaClog Products, Inc. 

506 Logan St., Bridgeport 1, Conn. 
Precision Staple Corp. 

3 Waverly Place, New York 3 
Speed Products Co., Inc. 

32-01 Queens Blvd., 

Long Island City 1, N. Y. 
Staplex Co., The 

777 Fitth Ave., Brooklyn 32, N. Y. 
United Staple Co., Ine. 

35-56 Ninth St., 

Long Island City 6, N. Y. 
Vail Mfg. Co. 

900 FE. 95th St., Chicago 19 
Wilson Jones Co. 

209 S. Jefferson St., Chicago 6 


Addendum 


The following material was received 
too late to be included in the survey 
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of bookkeeping and payroll machines 
and systems in the June issue: 


The Todd Co., Ine. 
Model. No. 68 “Form-Master.” 
Type. A “one-writing” bookkeeping 
system. 
Description. board 
which holds accounting forms firmly 


Consists of a 


one above another so that the writing 
of the top form transters necessary en- 
In accounts 
receivable work, tor example, bank 
deposit slip, sales journal or cash re 


tries to the forms below. 


ceipts journal, statement, and custom 
ers ledger sheet are posted simul- 
available for ac- 
counts payable and payroll work. In 


taneously, Forms 
payroll accounting, the earnings record 
is the original. Board designed to ad 
vance from one account to another 
with click stops to maintain alignment 
of forms. Board size, 20 by 21 in, 

Price. From $15 to $40. 

Other Models. This model available 
in three versions: for payroll, accounts 


receivable, and accounts payable. 


The Todd Co., Inc. is 


Rochester 3, N. Y. 


located at 


Frank Lloyd Wright receives 
honorary doctorate 

Frank Lloyd Wright, the celebrated 
architect, was awarded one of the 
twelve honorary degrees conferred by 
Yale 253rd 
mencement exercises hold on June 7th 
in New Haven, Conn. Mr. Wright re- 
ceived the honorary degree of Doctor 
of Fine Arts from Yale's president, 
Dr, A. Whitney Griswold. 

In making the presentation, Dr. 
Griswold said that “in an age of con- 
formity, you have remained independ- 
ent, humbly arrogant in the integrity 
of your life’s work.” Mr. Wright, who 
is 85, was warmly applauded. 


University at its com 


OFFICE MANAGEMENT 


OMAC surveys vacation 
policies in Chicago 

A survey of the vacation policies of 
companies in the Chicago area has re- 
cently been concluded by the Office 
Management Association of Chicago. 
have 
116,169 employees. Among the results 
are the following items: 


The 243 companies surveyed 


45 per cent give vacations after six 
months of employment, and 31 per 
cent give some vacation allowance for 
less than six months. 

88 per cent give two weeks during 
(not after) the second year of employ- 
ment. 

40 per cent have year-round vacation 
seasons. 

44 per cent permit payment instead 
of vacation. 

$2 per cent grant an additional day 
off for a holiday which falls during 
a vacation period selected by the em- 
ployee. 

93 per cent allow employees to split 
vacations. 

50 per cent pay for the full vacation 
period at the time the vacation begins. 

75 per cent pay for unused vacation 
time when an employee resigns and 
64 per cent make such payments when 
employees are discharged. 

One-fourth of the companies allow 
unused vacation time to be carried 
over to another year. 

Two-thirds give three weeks vaca- 
tion after fifteen years of employment, 
one-quarter after ten years. 


“Stainless” duplication 
introduced by Dick Co. 

A new duplicating process designed 
to make 50 clear copies with materials 
that do not stain hands or clothing has 
been introduced by the A. B. Dick Co., 
5700 W. Touhy Ave., Chicago. 

The new called “Azo- 
graph” and it can be used interchange- 


“ 


process is 


ably with standard liquid duplication 
on duplicating squipment designed to 
handle the required materials. 

The process uses a master which re- 
sembles that used in liquid, or spirit, 
duplication. A special transfer sheet, 
brown in color, is placed face up under 
the master, and the master is typed or 
written on in the customary manner. 
In this capacity the brown sheet re- 
places the purple carbon transfer sheet 
used in liquid duplication. 

This brown sheet contains chemical 
components used in forming azo dyes, 
but the dyes are not formed until the 
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master is placed in the duplicating 
machine, thereby avoiding the neces 
sity of handling active dyes. 

When the master is placed around 
the drum of the duplicating machine, 
the drum is rotated; this brings the 
master into contact colorless 


alka 


react 


with a 
solution containing alcohol, but 


line in The chemicals 


nature, 
instantaneously, producing a blue dye, 
which prints on the copy paper. 

The solution used for the Azograph 
process can also be used for standard 
liquid duplicating. Thus, when this 
solution is used in the duplicator, Azo 
graph and liquid masters can be used 
alternately without changing the so 
lution. The solution used in conven 


tional liquid however, 
cannot be used with Azograph. 
Owing to the alkaline nature of the 
Azograph solution, it must be used in 
machines in which the tanks, valves, 


and other parts which come into con 


duplicating, 


tact with the solution are not corroded 
by the solution. A. B. Dick has been 
manufacturing such machines for some 
time; competitors are expected to enter 
the market also. 


Go slow with electronics. 
SPAA advises 

A warning to be cautious in seiect 
ing electronic equipment for the office 
was sounded by the Systems & Pro 
cedures Association of America in a 
recent confidential report to its mem 
bers. The Association, after studying 
special research reports, said that the 
new equipment had apparently been 
misapplied in many cases, 

Commenting on this subject, the 
Association said, “The much publi 
cized success that ‘electronics’ has en- 
joyed in the factory and scientific com- 
puting fields suggests to management 
that comparable benefits are to be 
gained immediately in the business of- 
tice. They are prone to forget the 
millions of dollars lost by many corpo 
rations in the futile attempt to reduce 
office costs through other ‘magic’ sys 
- ae 

“Executives with little or no knowl 
edge of computing mechanisms seem 
anxious to involve their companies in 
operating techniques clearly beyond 
the scope of all but a few specialists. 
Unless corporation executives are soon 
made to recognize honestly the role of 
systems research in the electronics field, 
many millions of dollars will again be 
wasted in the misapplication of equip 
ment.” 
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NOMA announces three 
new office standards 
Three new sets of “Office Standards” 
forth by the Na 
tional Office Management 


have now been set 
\ssociation 
as part of its continuing program ot 
establishing standards tor comparing 
equipment and materials used in ofh 
ces, 

One of the new standards applies to 
flow process charts, another is a stan 
dard check list of printing specifica 


tions for business forms other than 
marginally- punched and fantold torms, 
and the third is a glossary of terms 
used in methods, time study, and wage 
Incentives, 

ight other standards have been is 


sued previously; these are: dimensions 


ot desks and tables for general office 
use; provisions for installation ot tele 
phone equipment on «de sks; definition 
of posture chair; check list of printing 
specifications tor marginally-punched 
continuous forms; size designation for 
index cards and record-keeping cards; 
specifications for non arbonized, single 
ply, adding machine paper rolls; office 
lighting practices; and office space as 
signments. Three of these were 1s 
sued through the procedures of the 
American Standards Association; five 


are NOMA Association Standards. 


ASA is currently considering tour 


new standards, and four more are 


being prepared for submission to ASA. 
Others are in process, These will be 


issued when approved. 


| he office pet—the new Morris SAFE T-SHI 


with our exclusive safety feature, 


it... turn it upside down 
Proof! 


Holds many months supply of 
) pply 


can’t soil clothing. 


hard-tip pen point you like most. 


is “house-broken'” 
It won't spill. 
The SAFE-T- SEI 


ink. A hoose the color and 


Tip it... tilt 
It won't leak. It's Puddle 
well is easy to fill 

Morris 
The new puddle proof SAFE-T 


SET is manutactured by the toremost name in the field of matched 


Vlorris. 


desktop equipment 
today. 


See your stationer or ofhce supplier 


BERT M. /YiorRiS Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 


In New York 


38) Fourth Avenue 


In Conada: McFarlane Son & Hodgson ltd , Montreal, Quebec 
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Case of the month— 
(From page 29) 


equipment known as a “line-finder”, a “selector”, and a 
“connector” (when four digit dialing is involved this series 
also includes “second selectors”). Each group of 200 sta 
tions as described above, such as the 200-300 series, ts 
served by a set of line finders, each of which has a selector 
which works with it. If insufficient line-finders are avail 
able for the number of simultaneous calls originating from 
one group of stations, the last callers will not get the open 
line “dial tone”. The maximum number of line-finders 
that can be used by a group of 200 stations is twenty-nine, 
thus the thirtieth call from a 200 station group cannot be 
placed until one of the other calls has been completed. 

Dialing completes a circuit through the line-finder and 
selector to a connector associated with the bank of stations 
which is being dialed. Insufficient connectors for a bank 
will give a busy tone even if the station itself is not in use. 

Outside calls come into the private system by way ol 
trunk-lines which are answered by the operator and con 
nected to the desired position. There are about thirty 
such lines which are referred to as “two-way trunks” as 
they are also used by the operators to place calls to outside 
numbers for stations which are not equipped to dial outside 
directly. ‘These are called “restricted” stations. ‘This mech 
anism helps control long«listance calls because there is no 
other way of knowing to which office or department within 
the organization the toll should be charged. 

In addition to the “two-way trunks” mentioned above, 
there are also ten “combination trunks” which can be used 
lor either incoming calls or outgoing calls placed by the 
operator. These combination trunks are also used when 
outside calls are dialed directly from an “unrestricted” in 
strument. The number of combination trunks is fixed at 
ten. The usual way of determining whether sufhcicnt 
“two-way trunks are available is by watching the busy 
lights above the trunk jacks on the telephone switchboard 
unless load measuring equipment is connected to these 
trunks. 

To place an outside call from an unrestricted telephone, 
dialing 9 makes a connection with the outside central equip 
ment by use of one of the combination trunks or by use 
of “out-dial trunks” with the latter being used first. These 
“out-dial trunks” of which there are fifteen can only be 
used for this purpose as they do not carry incoming calls 
and do not appear on the switchboard for the operator's 
use. It there are not sufficient trunk lines of the “out-dial” 
type to function with the combination trunks, trying to 
place an outside call by dialing 9 will merely give a busy 
signal. Actually, only part of the total number of out-dial 
and combination trunks are available to each unit of 200 
stations. A few trunks are assigned exclusively to each 
group of 200 stations. If all of these trunks are busy, one 
which is common to other or all units of stations will be 
used if any are open. If none is free, a busy signal will 
result, as the trunks exclusively assigned to other groups 
are not available to this station, This situation existed 
during 1953; so the telephone company made trunk re 
assignment to give better distribution according to the 
service demand from different units of stations. 


Certain meters or registers in the telephone equipment 


room record the occasions when there is more demand 


18 


than a certain type of equipment can handle. There are 
two principal kinds of such meters; one is a “last trunk 
busy” meter which records when the last of a certain 
type of equipment is used; it does not necessarily imply an 
overload. The other kind is an “all trunk busy” meter 
which records each time that all of one set of equipment 
is busy. Even these meters will not record the duration 
of time for which such a condition exists but merely the 
number of such occasions. 

In the PBX described here, there are “busy meters” tor 


each of the following types of equipment: 


1. Combination trunks. 

This records when all of the combination trunks are 
in use, 
Attendant trunks 
Attendant trunks 


These two meters register overloads on inside calls 


Group A. 
Group B. 


w tv 


to the operator. 
4. Line-finders of 200-300 stations. 
Line-finders of 400-500 stations. 
6. Line-fnders of 600-700 stations. 
7. Line-finders of 800 stations. 
The above four meters are the “all-trunk busy” type. 
8-11. Out-dial and combination trunks of the four separate 
units of stations as for meters numbered 4—7, re- 


spectively. These are last-trunk busy meters, 


The last set of four meters to indicate full use of the 
outgoing trunks available to each unit of stations was 
only installed about March 1, 1954, after repeated requests 
to the telephone company. Despite very infrequent regis 
trations on the combination meter, there were still numer 
ous occasions on certain banks when the trunks would be 
busy. Observation of these new meters over a very limited 
period indicated that the trunk assignment for outgoing 
calls certainly was not correct as over half of the registra 
tions were on one of the four units of stations. This was 
the cause of one problem and was corrected by having the 
telephone company install an additional out-dial trunk 
which was avalable to this unit of stations. 

The reason for the occasional “dead” phones became 
apparent when it was observed that the line-finder busy 
meters showed frequent registrations from the 800 bank. 
It was necessary to request installation of more line-finders 
to correct this condition. 

The difficulty of excessive busy signals or “dead phones’ 
in one group ot stations despite adequate overall equipment 
can sometimes be caused by improper station assignment. 
A basic principle in station assignment is to spread high 
usave stations through all groups in order to distribute sers 
ice demand fairly uniformly, instead of concentrating it on 
one group. In the situation described in this article, how 
ever, the dead phones resulted from making several new 
station assignments in a previously unused station group and 
having insufhcient mechanical equipment in use to handle 
the demand of these stations. 

It must be emphasized that registrations on “busy meters” 
are not to be avoided. If the meters do not register, they 
are either not functioning, or too much equipment is in us 
and monthly rental charges for such equipment are there 
fore unjustified. The only exception would be if one de 
sires 100°; efhiciency of equipment and therefore utilizes 
excessive equipment to achieve this. The frequency ot 


(To page 73) 
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N ews 
pictorial 
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os Instead of scratching their names in 
a guest book, visitors to the museum 
at Colt’s Mfg. Co., Hartford, Conn., 
internationally famous makers of fire 
arms, will now merely speak their 
names and addresses into a Gray Audo 
graph. Here, B. Franklin Conner, 
president of Colt’s, is first to register 
in this novel manner. Guests are asked 
to record their comments as well as 
their names. Mr. Conner hopes to have 
such celebrities as Gene Autry, Brace 
Bemer of “The Lone Ranger,” and 
others who have used Colt arms, re- 
cord their voices so that future visitors 
to the museum can hear them. The 
Audograph was presented to Mr. Con 
ner by Walter E. Ditmars, president ot 
the Gray Mig. Co., Hartford, Conn., 
makers of the Audograph. 
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A This spectac ular showroom has been 
opened by the Olivetti Corp. of Amer 
ica at S80 Filth Avenue, New York. 
Italian woods, marbles, and glass have 
been used in a modern design by the 
architects, Belgiojoso, Peressutti, and 
Rogers, of Milan. The floor is of spe 
cially quarried green marble blocks, 
with carved pedestals for displaying 
ofhce machines. A notable feature is the 
15 by 70-foot sculptured mural molded 
in wet sand by Costantino Nivola, ce 


tails of which are shown at the lef. 


4 Members of the Westchester ( hapter 
of the National Office Management As 
soctation pose alter a visit to the Le 
derle Laboratories, Pearl River, N. Y. 
At the left in the front row is Walter 
Wendt, new president of the chapter, 
and third from the left is Fred Jones, 
former presi lent. 
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> A closer view of the new IBM Type 
702 electronic data processing machine 
shows, at the left, the control panel, 
and, at the right, the “arithmetical and 
logical unit,” which, the company says, 
than ten million 


can perform more 


operations an hour. The console is 
used to maintain supervision over the 
entire inter 


system of separate but 


connected units, some of which may 
be seen in the background. According 
to IBM engineers, this unit method of 
construction has numerous advantages: 
installation and maintenance are both 
simplified, and, since certain units car 


he added or removed as required, the 


computer is adaptable as needed. 


q Unlike the first electronic “brains,” 
the new Type 702 computer recently 
introduced by the International Busi- 
ness Machines Corp. was designed from 
the outset to be used by business. At 
the left is a picture giving a general, 
though incomplete, view of the new 
computer, which is flexible in size and 
capacity and can be expanded to in- 
clude as many as 100 magnetic tape 
units such as that shown in the picture 
The “702” 
debut via closed circuit television betore 
1,300 IBM salesmen gathered in New 
York’s Waldorf-Astoria Hotel on May 
24th for the company’s annual sales 
The 
the IBM engineering laboratories in 


Poughkeepsie, N. Y. 


at lower left. made its 


convention, telecast came from 


& This is a close-up of one of the mag 
netic tape units used in IBM's Type 
702 electronic computer. Several of 
these appear in the other two pictures 
on this page. This unit is used to store 
to the 


computer and record the answers, It 


data and to feed information 
can “read” or “write” as many as 15, 
000 numerical or alphabetical charac 
ters a second. IBM engineers state that 
one reel of magnetic tape could hold 
all of the numbers in the 1,850 pages 
of New York City’s Manhattan tele 
phone directory. To use information 
from punched card equipment, and 
make computed information available 
in useful form, the “702” is provided 
with line printers and punched card 
The “702” is a 


flexible computer because of the tact 


readers and punches. 


that these units can be added as re 
quired. As many as 100 can be used 
in one installation, 
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The new “brain” was designed spe 
IBM Presi 
dent Thomas J, Watson, Jr. said, “This 


cifically for business uses. 


is the biggest step toward automation 
in accounting procedures since the in- 
troduction of alphabetical punched card 
machines, some twenty years ago. | 
confidently expect that within the next 
few years this machine, and its succes- 
sors, will effect radical changes in the 
data processing procedures employed 
by hundreds of large business organ- 
izations.” IBM has already taken num- 
erous orders for the new equipment; 
installations will be rnade for use in in- 
surance companies, manufacturers of 
such products as chemicals, plastics, 
automobiles, aircraft, steel, petroleum, 
and electrical equipment, and in banks 
and public utilities. Some of the com- 
panies placing orders have stated that 
they expect their eventual requirements 
will call for as many as ten machines. 


July, 1954 


" a ee eee ere ab ic ae eT — 1 Cy ae a \ a oa i & ks —r gee ee) 
; : —_ ~ , —- mene: 
ee ' “9 7 ae 
| ” ee ery ey 
— ot wwf a Reve mer Gu : 
ts, a | — ll f ; blll ii, * | 
%, : & . 5% ; eo: £ 7 _ % 
in ? r # oa é ry Z ee) Bie : ' 3 3 a al Pst 
aa Te a ee ~ | a 
¥ 7 } : fs a rast a % a. 5 1 a re F ‘ 
™ a tT ep mn. 
% _ eae > Ae “4 : pe 
me % { ap ( a Mp cos" ae s . i bis 
. Pa i mete _ a oe = - 
ie wh. — ps + -» Sa 
ni or fn ie Pi, . Pi ewe . & gg ce ie 2 
: 4 ; ; i , ae. Lia , ee, / iat 4 pean “ hy By 7 ‘ 
| il a nS ae :, 
‘ ma i 3 , o> NE el a * ~ . ‘ r 
E | ea - a Se of < 
: . rae gif a Bor. é rs 
aa  jjjé <—i ati ee - 
; 6) a ee eo eae eg ee Ey - . ._ ria 
bate on 7 
i 
P bao if ! Lh 
> ; _ ik ii 
, ee | * " if ees 9 25e8 Lie 
ES ‘ a 2a E 
a. \ P . — een = ‘ 
\ ee Be hae ~~. ae —— 24 
’ 9 eer. 
: a : of pis - . oe§ 
4, he . | - +3 act 
‘ — ee me y chant .. Ee 
: aN Se at il 
, ee ee 
7 4 " om a 2 
3 ee . ‘ a — 
eee pe é CS 
: _— > «ale a = 3% : 
ay - z on -~ B “Y Bs hein: 
wee» Mh Px * ag ey ’ - i Fe as ~ ~ Pa 
' ft , 
1d a 
| he CC iN 
-y \ ¥ 
- | HO © ~ 
| 4a 
; 3 | > ¥ A 
ra } “ i 
. 4 ‘ bey, ik: 
Or ; — ° ; _ 
i ' _- « Eis i io, ; 3 
a : ; ee rae ; 
oe ’: é Phe, a ava 4 : 
: t Ne sc By oy % : Be ’ 
o io | > 2 4 . f 
. ba ¥ > rs _ j “ 
= i E ed 
oh} ae 
. ; ae ba na 
. aa ene BE rea 
i P e oa) | es ‘= one 
P \ Ps 4 q > 
— ; ts = - 
ie ad ot i = ~~ 
= N\ a 4 “og re 
os be. & oa ii 4 = 
wal “a S. i, " 2 ie \ ite ee: <2 hd Ca 
ee Ne ee 
50 es 
a: eee? be Ce tae | a . _e ar: Mi 
a Be | wo Sb I | eee bi es 5) 


A To honor the nation’s secretaries, 
May 23-29 was celebrated as National 
Secretaries Week. Above, Mrs. Lilyan 
Miller, president of the National Secre 
taries Association, and Secretary of 
Commerce Sinclair Weeks hold a Trib 
ute to the American Secretary as H. V. 
Widdoes, left, vice president of Rem 
ington Rand Inc., and C, K. Wood 
bridge, right, Dictaphone Corp. board 
chairman, look on. At upper right, 
Mary McPhillips, a secretary tor the 
Royal Typewriter Co., New York, 
gives orchids to secretaries Marion 
Palm and Isabella Foley on National 
Secretaries’ Day, May 26th. The or 
chids were the gift of Royal, which had 
20,000 blooms flown in from Hawaii. 


> Records management officials gather 
for a meeting of the Coordinating Com 
mittee for the Records Management 
Program of the City of New York in 
Manhattan’s Municipal Building. The 
five officials in the center, facing the 
camera, are James Katsaros, Frank 
Petruzzi, Herman Limberg, Herbert FE. 
Angel, and Arthur Miller. 


& The fourth anniversary of desk-side 
coffee service at the 1740 Broadway 
othce of The Mutual Life Insurance 
Co. of New York is observed by em- 
ployees of the company. The service 
began in May, 1950 as a “60-day ex 
periment” when the company moved 
into its new offices. Delivery of coffee, 
milk, buns, and rolls during morning 
was undertaken by Schrafft’s restau 
rants, which now serve 40,000 em 


ployees daily in 200 companies. 
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@q POSTURE CHAIR 

This fixed-back posture chair is made 
of aluminum, It is cushioned on both 
back and seat with foam rubber. Ad 
justments include raising and lower 
ing of seat and back, and angular ad 
justments of back support and back 
rest. The chair is the model SP-575 
“Fine-Rest” made by the Aluminum 
Seating Corp., 17 S. Cherry St., Akron, 
Ohio. 


New 
for the office 


4 TEXTURED WOOD PANELS 
Sea Swirl is the name of a new tex 
tured plywood made by the Associat 
ed Plywood Mills, Inc., P. O. Box 
672, Eugene, Ore., for use as wall 
paneling. It is made from Douglas fir 
and can be used in its natural appear 


ance or can be painted or stained. 


4 ROLL STAMP DISPENSER 
Rollvend is a postage stamp vending 
machine which dispenses stamps from 
U. S. Government rolls. Stamps are 
advanced by means of “Magic Fin 
gers” which engage them at the point 
of perforation. Designed especially for 
office installation, it 1s made by the 
Postage Stamp Vendor Co., 624 S. 
Michigan Ave., Chicago. 


> LICHT CONTROL DEVICE 

The Nitelighter, sensitive to changes 
in light, is used to turn lights on auto 
matically when darkness comes. It 
operates on standard alternating cur 
rent. The manufacturer is The Fisher 
Pierce Co., Inc., 63 Pearl St., S. Brain- 


tree, Boston. 


OFFICE MANAGEMENT 


A MAILING MACHINE 


A built-in postage meter and a power 
driven stacker are features of this 
newest mailing machine made by the 
Inserting & Mailing Machine Co., 
Phillipsburg, N. J. The machine auto- 
matically gathers multiple enclosures, 
inserts them in envelopes, seals the en- 
velopes, prints postage and other in- 
formation, and counts and stacks the 
mail. It is designed to turn out from 
3,500 to 4,500 pieces of finished mail 


an hour. 


Vv COLORED PENCIL 

The Colorama line of colored pencils, 
newly offered by the Eberhard Faber 
Pencil Co., 37 Greenpoint Ave., Brook- 
lyn, N. Y., is of a new design created 
to give a stronger, longer-wearing lead, 
smoother coverage, and a minimum of 


WaAXINESS, 
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> SLOPING MACHINE STAND 
A sloping stand for desktop use has 
been designed to hold adding machines 
ata comtortable angle. It 1s called the 
Keyboard Kaddy, and is made by the 
Airline Mfg Co., 4548 Gravois Ave., 
St. Louis. 


Vv TAB-ON STENCIL 

This Tab-On Stencil has an adhesive 
strip across the top by which it is at 
tached to an invoice, bill of lading, or 
shipping order over the space left for 
the shipping address. The stencil has 
the back; thus, when the 
address is typed, it is printed on the 


carbon on 


invoice, and a stencil is cut for print 


ing labels, tags, etc. It is made by 


Weber Addressing Machine Co., Mt. 
Prospect, Il. 


A PUNCHED CARD UNIT 
Information tickets or 


automatic ally 


from price 


stubs can be converted 
into punched cards on this Type 549 
ticket converter, made by IBM, 590 
Madison Ave., New York, Original 
data are recorded by a special mark 
The ‘ 


mary punch and gang punch cards. 


ing machine. 549” can also sum 
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b> PORTABLE MICROFILMER 

A) combination unit 
which both records and reads is now 
offered by the Burroughs Corp., 6071 
Second Ave., Detroit. The new 


microfilming 


unit, 
called the Micro-Twin, is made by the 
Sell & Howell Co. 
sides of a document at the same time, 
and can make 


It can record both 
facsimiles of filmed 
papers without requiring a darkroom. 


b> ADDING MACHINE 


To meet the need for a compact, iow 
cost adding machine of foolproof con 
struction, Regna Cash Registers, Inc., 
175 Fitth Ave., New York, has intro 
duced the All-New Regna. Its count 
ing wheels and types are made by 
Swiss watchmakers, and other parts 
are made in Norway of Swedish steel. 
Features include a self-adjusting paper 
keyboard. 


teed and a tully automatic 


V ELECTRONIC PUNCH 
This is the “Emp,” a high speed elec 
tronic multiplying punch offered by 
the Samas Division of the Underwood 
Corp., | Park Ave., New York. It pro 
cesses information at a sustained rate 
of 7,200 punched cards an hour, and 


simultaneously checks itself for accur 


acy. It can perform complex calcula 


tions. 


V ROTARY CARD FILE 


As many as 300,000 records can be 
stored in this Super Elevator File, ac 
cording to its manutacturer, Diebold, 
Inc., $18 Mulberry Rad., S. b 


Ohio. Cards are carried in trays, which 


. Canton, 


are brought automatically within reach 
of the operator at the press of a but 
The 


ranpe ol 


ton. file can handle cards in a 


wide sizes and weights. The 


trays are light in weight, portable, 


and easily interchanged, and various 


' 
used in the same file. 


110-volt AC. 


sizes may le 


The unit uses 
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A GATHERING TRAYS 

The Traymaster is made by the Pierce 
Specialized Equipment Co., 350 Pen 
Ave., San Mateo, Calif. It is 
said to permit gathering 6,000 sheets 
an hour by hand. 


msular 


> CARD FILE AID 

Kum-Kleen labels, made by Avery Ad 
hesive Label Corp., Monrovia, Calit., 
can be imprinted with the same forms 
printed on record cards, When card 
blanks are full, labels can be pasted 


over them and entries made as betore. 


Vv NEW DESK LINE 

A new line of desks, known as the 
Generalaire, is now being marketed by 
The General Fireproofing Co., 
Youngstown 1, Ohio. There are 45 


models in the new line, including five 


tables. The desks are of steel and have 
interchangeable parts for flexibility. 


> SPIRIT DUPLICATOR 

The Heyer Corp., 1850 S. Kostner 
Ave., Chicago, has announced full pro 
duction on its new Conqueror liquid 
process duplicator. The new model is 
an improved version of last year’s 
model 70, New features include a fluid 
control and a lint eliminator. 


q EXECUTIVE CHAIR 
One ol 
made by the Blair Aluminum Furni 
ture Co., Marietta, Ga., is this model 
No. 403. It is a tilt back 
type; various possible positions of the 
back are indicated by the dotted lines 
in the illustration. The company con 


the newest chairs in the line 


executive 


siders the chair to be well suited for 
executive suites and board rooms. 


4 CATALOG CABINET 

The cabinet to hold 
telephone books or catalogs, The stand 
ard unit 


Directoire is a 


has six binder stations and 
can be expanded to take fifteen. The 
binder sections are of stainless stee] 
and pressboard, the cabinet itself of 
steel. It is part of the Steelmaster line 
made by the Art Steel Co., Inc., 170 


W. 233 St... New York, 


OFFICE MANAGEMENT 


A CALCULATOR 
This hand-operated calculating ma- 
chine is the Facit NTK, newest in the 
Swedish line of calculators distributed 
in this country by Facit, Inc., 500 
Fifth Ave., New York. It has a ten- 
key keyboard, is compact, light (12 
lbs.), and portable. 


A ALUMINUM BOOR 

The Kawneer Co., Niles, Mich., has 
introduced a new aluminum stile door, 
One of its features is its interchange 
able push-pull hardware, such as the 
example illustrated. The hardware is so 
made that a plate carrying the name of 
the building, office, or other identifi- 
cation, can be inserted into it. 
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Remington Fland. 


BETTER BUSINESS METHODS 


For 
Through Lower 


Greater 


Profits 
Costs 


FILMSORT’.. for INSTANTLY ACCESSIBLE 
MICROFILMED RECORDS! 


i TEE ee 


FILMSORT places microfilmed records in 
a clear, durable, transparent jacket, 
or seals them in a standard filing 
card. In this manner up to 100 micro- 
filmed records of 8%” x 11” original 
material, can be held in one 8” x 5” 
Filmsort jacket. These jackets stack 
from 25 to 40 to the inch, making it 
possible to store 2500 to 4000 rec- 
ords in one inch of drawer depth! 
FILMSORT APERTURE CARDS are standard 
file cards with a die-cut window for 
the microfilmed record. Records or 
drawings up to 24” x 36” can be filed 
on a standard 5” x 3” aperture card! 
Standard card forms range from 
5” x 3” to 8” x 6%” and come in a 
variety of colors. Special sizes can 
be made available. When microfilmed 
records are sealed in Remington 
Rand punched cards, they can be 
sorted, collated, or filed at up to 800 
cards per minute on the Remington 
Rand Electronic Sorter. 

FILMSORT combines the advantages of 
microfilm’s multiple storage filing 
with the speed of instant finding! 


FREE SERVICE OFFER 


Malfunctioning and non-functioning 
office equipment means loss of costly 
production time. Regular inspections 
and servicing by a Remington Rand 
Service Expert saves equipment and 
time, boosts production and lowers 
costs. 

Our Booklet M-2 contains your 
ticket to a free inspection and report 
on the condition of certain of your 
office equipment. It describes our 
FOUR WAY PROTECTION PLAN 
for business equipment. Plan in- 
cludes: (1) Regular inspections, (2) 
Cleaning, oiling, and adjusting, (3) 
FREE supplying and installation of 
parts, (4) FREE emergency service! 

Circle M-2 now. 


With Filmsort you can concentrate 
and file all microfilmed records per- 
taining to one subject in one or more, 
instantly accessible jackets! Save 
time and Space. 

FILMSORT processing can be done in 
your office by your personnel or by 
our experienced Business Services 
Departments. 

Here’s how BSD solved a person- 
nel manager’s problem; Problem: 
Three plants with 5300 active em- 
ployee records and thousands of 
inactive applications, terminations 
etc. Solution: One jacket for each 
employee, each keyed with his name 
and last four digits of his Social 
Security number. This installation 
saved 75% of the original space 
required! 

In another instance 10,000 engi- 
neering drawings were condensed 
into two standard filing cabinets! 
Circle F375 to find out how you can 
achieve concentration and accessi- 
bility of your records through 
Filmsort. 


ELECTRONICS MAY BE 
FOR YOU! 


New applications for Electronic 
data-processing equipment are 
being constantly uncovered. Inves- 
tigate now to find out about elec- 
tronics and your problem. 

It’s easy. Test your job on the 
Remington Rand Service-Fee plan. 
Or, send selected personnel groups 
to courses conducted by experienced 
technical personnel. Courses cover 
commercial and scientific aspects of 
data-processing. 

Electronic computing systems are 
achieving phenomenal results in 
many fields. They may do the same 
for you. For details write us on your 
business letterhead. 


FOR THE ALERT EXECUTIVE'S “ACTIVE” IDEA FILE ——» 
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CUT YOUR OVERHEAD COSTS 
PRINT LISTS CHEAPER 


With FLEXOPRINT you no longer 
have to pay high costs of typesetting 
for lists. Your typist, in her daily 
work, can maintain up-to-the- 
minute, collated, proofread lists 
ready for the printer at a moment's 
notice! Here’s how: 

Your typist fills member's name, or 
catalog information on a FLEXO- 
PRINT card, and slips it onto the 
FLEXOPRINT panel in its properly 
collated position. All changes, prices, 
catalog data, membership enroll- 
ments, addresses etc. can be imme- 
diately inserted. The complete panel 
is then sent to the printer, in lieu of 
specially prepared typesetting. He 
makes his offset plate directly from 
your FLEXOPRINT copy and re- 
turns original to you. No additional 
proofreading. No typesetting charge 
...no special personnel required to 
assemble data. 

Membership lists of alumni...once 
set-up...can be published more fre- 
quently, and sometimes, at less than 
the previous cost of typesetting and 
printing! 


Aankagion Sant ine. 5h} Pourte Ave. Sew fork, #1 


Type Information On Card 


Attach card To Flexoprint Panel 
YOUR LIST IS READY 


FOR PRINTER 


Remington Fland. 
z owe 
Room 1731, 315 Fourth Ave., New York 10 


Please send me FREE literature 
circled below. 


F375 M-2 
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Felt & Tarrant Mfg. Co. 
purchases Dupli-Voice 
The Felt & Tarrant Mfg. Co., of Chi 

cago, which has been manufacturing 

1886, has 


its first mayor venture outside the field 


Comptometers since made 
of adding and calculating machines by 
purchasing the assets ot two compa 
Valley In 
dustries, Inc. and the Dupli-Voice Co., 
Algonquin, — IIL., 


Dupli-Voice dictating machines. Val 


nies. Newly acquired are 
manutacturers of 
ley Industries, Inc., was founded in 
1951 to manufacture the Dupli-Voice 


machine, It is expected that the present 


manulacturmy and sales organization 


will continue as before. 


AMERICAN LITHOFOLD CORPORATION 


PROMPT 
SERVICE 


Advice given on how to care 
for leather upholstery 

Advice on the care of leather up- 
holstery has been issued by The Leath 
er Upholstery Group, 141 E. 44th St., 
New York. 

According to the Group, leather up 
holstery needs no wax, polish, or oil, 
and even saddle soap should not be 
used. The Group discourages the use 
of paste or liquid wax, furniture pol 
ishes, ammonia water or bleaches, de 
tergents, and special cleaners, pointing 
out that most of these clog the pores 
of the leather, preventing it trom hay 
ing the air contact necessary to keep 


it in good condition, 


“PLANNED” 


BUSINESS FORMS 


as modern as 
contemporary art 
e 
as progressive as 
COST-MINDED 


AMERICAN BUSINESS 


Just as the proper balance is necessary in the effectiveness of a ‘Mobile’ 


" 


planned" business forms. 


. . the sum of many factors make up the quality aspects of all American Lithofold 


Pride in product appearance, workability and accuracy, is justified, because 
all of our products are machine-tested to insure consistently excellent performance 


BEFORE they are shipped to you. 


You will find that our Representatives are ever-ready to analyse your proce- 
dures and present forms and to show you HOW our planned business forms can 
increase your efficiency and reduce record-keeping costs for you. 


You'll find that we like to keep promises on delivery dates too. 


CARBON LEAVED s,auating 


LITHOSTRIP _— Forms 


Modern LITHOSTRIP forms are planned and de- 
signed to fit every individual need. They speed 
and increase the output of work in all types of 
businesses, and of primary importance, LOWER 
LITHOSTRIP, the most effi- 
cient continuous form ever devised, are uniform- 
ly accurate for consistent performance in your 
even on an automatic, 


operational costs . 


tabulating machines... 
unattended basis. 


“EAZY-READ" is a new development you will 
It 
produces legibility even in sets of 12 or more 


want to incorporate in your own forms. 


parts... down to the very last copy. 


500 BITTNER ST. 


AMERICAN LITHOFOLD CORPORATION > 


Write for Free Samples 


ST. LOUIS 15, MO. 


_ mediately with 
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The Group recommenas that 
leather be dusted whenever other fur- 
niture is dusted and that it should be 
cleaned when necessary by the follow- 
ing method: 

1. Use a mild (castile) soap and a 
soit, damp (not wet) rag. 

2. Wipe off dirt with light, quick 
stroke. 

3. Repeat with a non-soapy cloth, so 
that no soap film is left to collect 
grime. 

4. Polish with a dry, soft cloth. 

Alcohol may be removed with a dry 
cloth and then sponged with mild soap 
or water. Acid or excessive perspira 
tion stains should be wiped off im 
a rag dipped into a 
mixture of one teaspoon of baking 
soda to a glass of water, followed by 


sponging with soap and water. 


Office machines to be shown 
for both offices 

A special exhibit of office and ac 
counung equipment for retail stores 
and their associated offices and ware 
houses will be a feature of the first 
National Retail Industry Show, which 
will be held at Madison Square Gar 


den, New York, January 7-11, 
John W. H. Evans, director of the 


1955. 


show, said that the show “will bs 
the first industrial exposition to serve 
the equipment, modernization, and 
construction needs of the nation’s near 
ly two million retail stores, shopping 
centers, and warehouses, which spend 
about five billion dollars annually on 
capital equipment.” 

The National Retail Industry Show 
is sponsored by the Store Moderniza- 
tion Institute, 20 E. 55th St, New 


York. 


Consulting firm reorganizes 

Two New York industrial designers 
and specialists in office layouts, Michael 
Saphier and Walter C. Jacobs, have re 
organized their firm. The new organ- 
will be Michael 
Saphier Associates, Inc. Mr. Jacobs 


ization known as 
and Mr. Saphier have been elected 
president and chairman of the board, 
respectively. kawrence Lerner is vice 
president in charge of the design de 
partment, Bernard Schindler is vice 
president in charge ot sales, and Robert 
Schaeffer is secretary. 

Simultaneously the 
nounced its move to 18 E. 48th St., 
New York. The offer 


more than double the space formerly 


company an- 
new 


quarters 


occupied at 350 Madison Ave. 
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A regular visit by the linen supply man is good 
public relations. That’s because consideration for 
the personal comfort of your employees is 
another company benefit that increases efficiency, 
gives employees greater job satisfaction. Fresh, 
clean cotton towels and uniforms, cotton 

table and bed linens are sure, economical ways 
to boost employee morale and build customer good 
will. Look into the advantages linen and 


towel service can offer your business. 


inen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Council 
22 W. MONROE ST., CHICAGO 3, ILL. 


In any business... Linen Supply ts 
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office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


As far back as August 1952 when Automation was a word heard only in 
closed conferences, OFFICE MANAGEMENT released what is believed 
to be the first significant discussion of Automation in the office field, 
“Electronics in the Office’, featuring the opinions of David Sarnoff, 
Chairman of the Board at R.C.A. and John S. Coleman, President, Bur- 
roughs Adding Machine Company. 

Since the appearance of this article in the August issue of 1952, the 
following additional articles have appeared in OFFICE MANAGEMENT: 


JUNE 1953 MARCH 1954, APRIL 1954 
“Electronics Moves into the “U. S. Steel Sets Up Auto- 
Office," matic Office” 


by Ralph Fairbanks 


DECEMBER 1953 
“The Bank that TV Built” 


JANUARY 1954 
“Automatic Accounting Ma- 
chines," 
by W. P. Livingston 


MARCH 1954, APRIL 1954 
“Automation No Easy Ans- 
wer," 

by Edward Waygren 


MAY 1954 
Automation — Beginning of 
an Era,” Part | 
by R. Hunt Brown 
JUNE 1954 
Automation — Beginning of 
an Era,” Part li 
by R. Hunt Brown 
JUNE 1954 
“Integrated Data Process- 
ing for the Smaller Office” 
by Ralph Fairbanks 
and Robert Wetzier 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new systems 
developments and facilities of electronics to synchronize the functions of 
separate units of equipment into an overall operation. Importantly, while 
it can and does employ the latest in electronic computers and other new 
devices, it does not necessarily call for costly or experimental types of 
machines and equipment. Equipment presently on the market and in use 
in every modern office in America can be geared in one way or another 
to Automation. 

The articles listed cover every advance in office Automation to date. As 
new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will cafry the great story forward. 


OFFICE MANAGEMENT 
The Magazine for Management Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
A GEYER PUBLICATION 
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Association News 


THE OFFICE EXECUTIVES ASSO- 
CIATION of New York held its an- 
nual business meeting on May 5th in 
the Belmont Plaza Hotel to elect off- 
cers for the coming year. Alfred T. 
Ruf, office manager of Ebasco Services, 


Alfred T, Ruf 


Alwyn W. Ogden 


Inc., was named president, and Alwyn 


W. Ogden, office manager of Univer- 
sal Atlas Cement Co., was made ex- 
ecutive vice-president. Rudolph Lang, 
of the National 
re-elected secretary, and E. F. Jacobus, 
of the National Board of Y.M.C.A.’s, 


became treasurer. 


Business Show, was 


At the May 19th luncheon meeting 
at the Masonic Club, Herman A. 
Straus, of Rogers, Slade and Hill, was 
the guest speaker. Mr. Straus discussed 
cost consciousness, effective supervis- 
ory development programs, and team- 
work, 


THE NATIONAL TABULATING 
Management Society has elected new 
national officers. The incoming presi- 
dent is Harry E. Gottschall, of the 
Glenn L. Martin Co. The new execu- 
live vice president is Harold M. Cat- 
tanea, of the American Industrial Mu- 
tual Casualty Co. Also elected were 
Edward Boland, Arthur W. Puff, 
James J. Peterson, Jr., Newton L. 
Rohrman, Jr., Thomas Young, and H. 
H. Andrews; these men were elected 
to vice presidential status. At the same 
time, John J. Mason was named secre- 
tary, and William FE. Korycki was 
made treasurer. 


THE SPECIAL LIBRARIES ASSO- 
CIATION has announced the election 
of new officers at its annual business 
meeting, held on May 20th in Cincin- 
nati. 

Miss Gretchen D. Little, of the Atlas 
Powder Co., Wilmington, Del., is the 


OFFICE MANAGEMENT July, 1954 
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new president. Miss Little is a former 
president of the Cincinnati Chapter 


of the S. L. A. 


the Association’s Science-Technology 


and was chairman of 


Division. She is the author of several 
articles on library services. 

elected are 
Vew York 
first vice president and_ presi 
dent-elect; Miss Isabella M. Frost, of 
the Lansing Library Service, Safeway 


newly 


Other — officers 
Chester D. Lewis of The 


Times, 


Stores, Inc., second vice president; Dr. 
Burton W. Adkinson, of the Library 
of Congress, treasurer; and Miss Mar- 
garet A. Firth, of the United Shoe 
Machinery Corp., secretary. 

New Miss Sara M. 
Price, of the Port of New York Au 
thority, and Dr. Else L. 
the Procter & Gamble Co. 


directors are 


Schulze, of 


THE TRANSCRIPTION SUPER 
VISORS’ New York 
elected its new officers at the April 
meeting and 


Association of 


installed them during 
May. The new officers are Miss Elsie 
M. Kaiser, president; Miss Theresa C. 
Landquist, first: vice president; Miss 
Loretta F. Spacek, second vice presi 
dent; Miss Beatrice M. Barrett, record 
ing secretary; Miss Edna M. Ness, 
treasurer; Miss Marjorie M. Taylor, 
assistant treasurer; and Miss Anna M. 


Matthews, corresponding secretary. 


THE OFFICE MANAGEMENT AS 
SOCIATION of Chicago has won the 
grand prize in the international public- 
ity contest sponsored by its parent or 
ganization, the National Office Man- 
agement Association. The award was 
presented to OMAC’s publicity chair- 
man, Wilbert E. Scheer, at the NOMA 
May 
The prize was 


chapter presidents’ dinner on 
22nd in St. 


based on the amount of publicity re 


Louis. 


ceived by the competing chapters in 
newspapers, magazines, on television 
and radio programs, and through 
speec hes in the name of N¢ MA, win- 
dow displays, and special mailings be 
yond the regular membership. Points 
were assigned for each such item. 
OMAC’s publicity scrapbook earned 
8.8562 Montreal, in second 
place, had 1,963 points. 


points, 


At the Association’s dinner meeting 
on May 20th at the Bismarck Hotel, 
Charles Herbruck, of the Lincoln Elec 
tric Co., Cleveland, spoke on “Incen 
tive Management.” 
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Folding jobs 
that hands 
now do... 
this can do 
better! 


The FH costs less 


than a tvpewrite 


Pitney-Bowes folding machines do 
wonders in cutting the cost of fold- 
ing bulletins, announcements, sales 
letters ...all the paper items that are 
now folded by hand in your office. 
Not only fold better... but also at a 
big saving! 

The model FH, for example, which 
costs less than a typewriter, has semi- 
automatic feed and is electrically 
driven. It can accurately double-fold 
up to 5,000 pieces per hour. Can 


Move indicator knobs to widths 
wanted... And it's ready to go! 


PITNEY-BOWES 


single-fold or double-fold sheets when 
stapled together. Can make eight 
different folds, handling paper sizes 
from 3 x 3 to 8'2 x 14 inches. 

LirtLe larger than a typewriter, it 
is light—can be moved about easily 
—and takes up little space. Anyone 
can operate it. 

To set it for a job simply adjust 
two knobs. (See illustration.) Easy 
as tuning your TV! 

Call the nearest Pitney-Bowes office 
for a demonstration, or send coupon 
for the free illustrated booklet. 


Fully automatic Model 
FM folds up to 19,000 
sheets per hour. 


~~ — Se ee ee ee a ee ee ee ee 
1 PriNnty-Bowrs, INe 

2946 Pacific St., Stamford, Conn, 

Send free booklet on 


I 
Folding Machines} "=" 


Made by Pitney-Bowes, Inc 


of the postage meter 93 branch offices 


with service in 199 cities in U.S. and Canada 


originators 


Name 


1 
I 
I Firm. 
1 
t 


Address 
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Coming Events 


TROPOLITAN 


National Secretaries Association 


July 21-24 
GROUP P Ninth Annual Convention 
Sen oar re Waldorf-Astoria Hotel, New York 
a 


Life Office Management 
Association 


September 27-29 
1954 Annual Conterence 
Shoreham Hotel, Washington 
| o 


Office Executives Association 
of New York 
September 27-October 1 
Golden Jubilee National 
Business Show 


69th and 7ist Regiment Armories 
New York 
e 


Systems and Procedures Association 


ot America 
October 25-27 


International Systems Mecting 
Hotel Commodore, New York 
e 


Industrial Management Society 
November 11-12 
Kighteenth National Time & Motion 
Study & Management Clinic 
Hotel Sherman, Chicago 


r. M. Bulger Dies 

Thomas M. (Tom) Bulger, 50, a 
member of the Chicago advertising 
sales staff of Geyer Publications, was 
killed accidentally by carbon monox 


ide poisoning in the garage of his 


home at Glenview, Ill, on the morning 
of May 13 as he was getting his car 
ready to drive to his office. 


He is survived by his wife, Alyce 
(nee McGuire), and his son, Thomas 


M. Bulger, Jr. Funeral services were 
held in the Church of Our Lady of 
Perpetual Help in Glenview. 


Tom Bulger had been with Geyer 
Publications for more than nine years. 
Prior to joining the organization in 
February, 1945, he had been on the 
staff of Specialty Salesman Magazine. 
A graduate of De Paul University, he 


++. one of many carefully planned 
groups of handsome, modern office 
furniture . . . styled to lend beauty 
and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL dealer and write us 
for FREE Office Planning Guide. 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana 


made his first connection in the adver 
tising field with Critchheld & Co., 
Chicago advertising agency. 


Tom Bulger’s untimely death will be 


mourned not only by his associates on 


Geyer Publications, but by a_ wide 


circle of friends in the industry. 


ADDRESSING 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
145 Albany St., Cambridge 39, Mass. 


OFFICE MANAGEMENT 


...before it TALKS 


...is the way our doctors put 
it—“Our chances of curing 
cancer are so much better 
when we have an opportunity 
to detect it before it talks.” 
That’s why we urge you to 
have periodic health check- 
ups that always include a 
thorough examination of the 
skin, mouth, lungs and rectum 
and, in women, the breasts 
and generative tract. Very 
often doctors can detect can- 
cer in these areas long before 
the patient has noticed any 
symptoms. 

For more life-saving facts 
phone the American Cancer 
Society office nearest you, or 
write to “Cancer’—in care of 
your local Post Office. 


American Cancer Society 
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Books and Pamphlets 


Developing Management Ability 

The question-and-answer device has 
been employed by Earl G, Planty and 
J. Thomas Freeston in a new book 
called Developing Management Ability 
to create a study of personnel develop- 
ment which may be used as a refer 
ence work to answer specific questions 
or as a text to be read progressively 
trom beginning to end. It is published 
by The Ronald Press Co., 15 E. 26th 
St., New York, and is available at a 
price of $7. 

The book is in five parts. The first, 
entitled “Introduction to Develop 
ment,” is devoted to detinitions and 
discussions on the subject of leader 
ship. The second, called “Methods of 
Development,” surveys such techniques 
as the management audit, the guided 
experience method, the conterence 
method, job rotation, role playing, the 
case study method, and staff meetings. 

Part three, “Types of Development,” 
discusses development at the executive, 
supervisory, and other levels. The 
fourth part is called “Organizing and 
Operating Development,” and is con- 
cerned with such matters as organiz 
ing training or development, deter 
mining needs for development, secur 
ing acceptance for training, duties and 
responsibilities of the director of train 
ing, etc. The fitth part is given over 
to evaluation of development activities. 

Mr. Planty is an executive counselor: 
for Johnson & Johnson, and Mr. Free 
ston Is personne! director for Ethicon, 
Inc. Their book is based on thousands 
of questions asked them at training 
and management conferences held 
throughout the country. The 600 
questions used in the book were chosen 


from among those of widest interest. 


LOMA Proceedings 

The Life Office Management Asso 
ciation, 110 E. 42nd St., New York, 
has published Proceedings of the 1953 
Annual and Special Conferences ot 
that association. The conterences were 
held in Swampscott, Mass., on May 
25th and 26th, and in Cincinnati from 
September 21st to 23rd. 

Papers include such titles as “The 
Secretary Looks at the Company,” 
“Flexible vs. Fixed Retirement Ages,” 
“Office Administration as a Major 
Management Function,” “Maintaining 
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Lines of Communications Between 
Management and the Clerical Staff,” 
“The Selection of Supervisors,” and 
“The Growth and Development ot 
Executives.” Also included are sem 
inars on electronics, accident and 
health insurance, and other subjects. 


Brief Listings 

Words: Spelling, Pronunciation, 
Definition, and Application, This is 
the fourth edition of a book by Hu 
bert A. Hagar and FE. Lillian Hutchin 
son. It is arranged in fitteen-minute 
lesson form, and is published by the 
Gregg Division of the McGraw-Hill 
Book Co.. Inc., 330 W. 42nd St. New 
York. It is priced at $1.80. 


The Scope of Collective Bargaining, 
Circular No. 21, published by the In- 
dustrial Relations Section, California 
Institute of Technology, Pasadena, Cal- 
if. It is by Robert D. Gray, director 
of the Industrial Relations Section and 
protessor of economics and industrial 
relations at the Institute, 


U.S. Government Purchasing Direc 
tory, a guide to military and civilian 
activities of the Federal Government. 
It lists 4,000 classes of commodities 
covering more than 5,000,000 items 
purchased by the Government, in ad 
dition to giving explanations of impor 
tant clauses in Government contracts 


and other information. It is obtainable 


. 


LOOKS MAKE SOME DIFFERENCE 


When you want to attract atten- 
tion — and interest — good looks 


count. 


If your duplicating machine 
has been turning out dim, 
smeared or sloppy work, you may 
be having paper trouble — here’s 


a suggestion. 


There’s an Eastern paper es- 
pecially engineered for the type of 
machine you have. That means it 
has the best finish, the proper 
Sulk, the exact amount of sizing 
necessary to produce clear, clean, 
sharp impressions all the way 


through the run. 


Next time use the special paper 
Fastern makes for your machine. 
Any of the following papers will 
a our point result in good 
ooks — and looks make some 
difference: 

Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 


For sample sheets or packets 
ask your local Eastern paper 
merchant or write Eastern Cor- 
poration, Bangor, Maine. 


ie 


ee aor 


ust 


ATLANTIC BOND 


tasttee 


Pues PAPER 
A 


MADE BY EASTERN CORPORATION - BANGOR, MAINE 
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e@ NEW... 


No Outside Help Is Needed With 
This Supervisor and Executive Train- 
ing Plan 


A basic course in executive know- 
how © guide books, charts, case 
practice projects all come 
to you complete and ready to use ® 
a sound approach to better human 
relations ® lower office costs ® good 
office operations. 


studies, 


All at a cost so low it will pay out 
no matter how few key people vou 
put through the program. 


* 
Write today on your executive 


letterhead full details on 
our Offer. 


for 


Free Examination 


AMERICAN SUPERVISORY 
CONFERENCE, INC. 


220.02 Hempstead Ave. @ Queens Village 29, N.Y. 


TO TODAY'S 


Top Desk Values 


If you want to get most desk per dollar 
— let “ID” be your guide! These two 
letters identify an Indiana Desk. And 
that means they verify top value. You 
can bank on getting the fullest measure 
of quality . in woods, workmanship, 
and all-around utility... in any of the 
many all-purpose models. ‘ID’ makes it 
easy to make the right choicel 


Right now, is a good time to see 
your nearest Indiana Desk deal- 
er——or to write us for his nome. 


Member Wood Office Furniture Institute 


JASPER, INDIANA ° U.S.A. 


nin desk co. | 


from the 


Superintendent 


Docu 
ments, Washington 25, D. C., for 50 
cents. 


ol 


Manufacturers’ Catalogs 
and Pamphlets 


Carbon Paper Manifolding System 
The Corp., Ault & 
Wiborg Carbon & Ribbon Division, 
417 KE. Seventh St., Cincinnati, 
prepared a booklet in “fable” style 
called Miss Miggins, the Wolf—and 
Red Writing Hood. \ts purpose is to 
show A & W's “Red Writing 


Hood” eliminates the handling of loose 


Interchemical 


has 


how 


carbon paper and simplifies the typing 
of letters requiring numerous carbon 
Copies. The booklet is available with- 


out charge from the company. 


Business Forms 

The Baltimore Salesbook Co., 3120 
Frederick Ave., 

a booklet 


that show how the use of properly de 


36 Baltimore, offers 


containing case histories 
signed business forms can save many 
dollars and many hours of work. The 
booklet points out that many business 
records are needlessly duplicated, and 
that many or all of the necessary rec 
ords can be prepared in a single writ 
ing or typing. The case histories se 
lected cover a variety of types of busi 
ness and institutional organizations. A 
the booklet obtained 
from the company without charge. 


copy of may be 


Metered Mail 

Pitney-Bowes, Inc., Walnut and Pa 
cific Sts., Stamford, Conn., 
pared a booklet in) humorous 
called What Kind of Boss 


Beginning 


has pre 
vein 
Ire You? 
playful 
characterizations of various employer 


with a series of 
types, it leads into a discussion of the 


advantages of using postage meter 
mailroom 
the booklet are 


pictures and brief descriptions of six 


machines and other 


ma4- 


chines. Included in 


Pitney - Bowes machines, including 
models for metering postage, for seal- 
ing, stamping, stacking, and counting 
outgoing mail, for opening incoming 
mail, etc. A postage scale and 2 fold- 


ing machine are also presented. 


Record Storage Equipment 

Bankers Box Co., 720 S. Dearborn 
St., Chicago 5, has published a new 16- 
page catalog, No. 1125, which describes 
the company’s line of storage boxes, 
transfer files, storage binders, shelving, 
and other equipment. The catalog is 
being distributed to dealers. 
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Use this ONE success-building 


HANDBOOK to 
GET AHEAD 
FASTER in 
BUSINESS 


an ahem, Th 
hs} j 


Just Published 


ERE’S your one- 

volume _reader-ref- 
erence of dependable 
facts on every major 
phase of modern busi- 
ness management—facts 
you need to set up and 
run a _ business—facts 
you need to make a go 
of it—facts you need to 
make money and to keep 
everybody who has any- 
thing to do with your 


Section on how 
to organize for 
good employee 
relations tells you 
how to sense 
when employee 
relations are bad, 
what employees 
really want, how 
to boost morale, 
how to form and 


business happy. use policy, how 
The great body of|to widen your 
business knowledge|services to and 


that’s packed into this 
book can do for you 
what it’s done for hun- 
dreds of other men. By 
giving you the know-how behind success- 
ful operation of every phase of business, 
it opens the way for you to push on to 
top heights of income, whether you're on 
a salary, or in business for yourself. 


Edited by J. K. LASSER 
BUSINESS 
MANAGEMENT 
HANDBOOK 


Prepared by 20 specialists 
20 big sections, 809 pages, 6 x 9, only $8.50 


for employees. 


In this big guide to the business practices 
that bring success and profits in today's world, 
twenty experts show you how to run a business 
80 that it shows a healthy profit. 


These men show you 
what are the success- 
ful practices in every 


The famous Lasser 
style, the crisp state- 
ments of fact the 


aspect of businese—in 
building a etrong fi- 
nancial and organiza- 
tional set-up: in main- 


tables and check lists 
for quick consultation, 
all make it a use-it- 
now book for the man 


taining good relations 


w i i 
die ho wants to up his 


pw ge ms ya profits or better his 
holders: in keeping job right now. You 


books and forms seo can use it the minute 


that they serve as a vou get it—-you don't 
real control of the have to wait until 
business: in plugging you've had time to 


profit leaks: etc. study it in detail. 


Covers scores of topics like these 


@ Newer personnel procedures and how they 
can be used advantageously @ Current methods 
of using cost analysis in achieving effective 
marketing procedures @ Today's mechanics to 
attain full maragerial contro] of plant opera- 
tions by use of cost data @ Advanced methods 
of controlling all operations through budgeting 
e@ Newly evolved management tools for con- 
tinuous supervision of the business @ Simpli- 
fication processes to create essential business 
forms for greatest efficiency. 


Send check or money order for $8.50 to 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


212 Fifth Avenue New York 10, N. Y. 
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People in the News 


BONNO RIES, manager of the Or 
der and _ Distribution Department, 
Royal Typewriter Co., Inc., completed 
his 45th year of con 
tinuous service with 
the company on 
May 17th. Mr. Ries 
joined Royal as an 
ofthice boy in 1909, 
With the exception 
of a period of mili 


tary service between 
1917 and 1919, he 
has been with the 


Bonno Ries 


company ever since, moving upward 
through several positions to his pres- 
ent managership. 


GENE TOMLINS has recently been 
named consultant on new office plan- 
ning and design for 
the Palace Office 
Supply Co. of Tul 
sa, Okla. Mr. Tom 
lins, an Air Force 
veteran, has worked 
with several interior 
decorating firms in 


Tulsa. Announce- 
Gene Tomlins = ment of his new as 

signment came trom 
the company president, George Con 
stantine. 


RAY W. MACDONALD, — general 
manager ot international operations for 
the Burroughs Corp., has been named 
a vice president of that company. He 
is now in charge of Burroughs sales 
and service operations outside the U.S. 
and Canada. Mr. MacDonald has been 
associated with the company since 
1935, holding various sales positions. 
He became general manager of inter- 
national activities in May of last year. 


Peter A. Hoffman Dies 


Peter A, Hoffman, president of the 
Smead Mtg. Co., Hastings, Minn., died 
in Tampa, Fla., on June Ith. He was 
74. 

Mr. Hoffman had been with the 
Smead Co. tor 4() years. Early in his 
career he served for several terms as 
County Auditor in Hastings, Minn. 

He is survived by two sons, Harold 
J., manager of the corporation, and 
Peter C., who is in charge of the 
Logan, Ohio, plant. 
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THOMAS J. WATSON, chairman otf 
the board of the International Busi 
ness Machines Corp. and the IBM 
World Trade Corp., and Mrs. Watson, 
were honored at a series of simul 
taneous dinners held recently through 
out the United States and Canada to 
celebrate Mr. Watson’s fortieth year at 
the head of IBM. The dinners were 
linked together by what was described 
as the largest closed-circuit radio hook 
up ever arranged. Mr. and Mrs. Wat 
son spoke from the dinner at the Wal 
dort-Astoria Hotel in New York City 
to company personnel gathered for 
dinners in 216 cities. 


JOSEPH A. CHADBOURNE was 
elected a director of 
the Controllers Insti 
tute of America at 
that organization's 
recent annual meet 
ing, held at the Sher 
aton Park Hotel, 
New York. Mr. 
Chadbourne is pres 
ident of the Old Col . J. A. 

ony Envelope Co., ot Chadbourne 
Westtield, Mass. The Controllers In 
stitute is a non profit organization ol 
controllers and finance ofhcers from all 


lines of business 


THE CROWN 
LINE OF 
MARKING 
DEVICES 


There is a Crown marking device for 


ny markin roblem 
Any king Probl 


For the best in marking devices insist 


on the Crown Line. 


Write today for 100 page 


illustrated catalog 296; it’s 


FREE! 


So AY 
dd Sue 


80 DUANE STREET 
NEW YORK 7, N. Y. 
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Office recruitment— 
(From page 14) 


does not have a personnel specialist on its staff is much more 
apt to be fooled by an applicant talsitying his qualifications, 
particularly if the person conducting the interview is not 
entirely familiar with the requirements of the job to be 
filled, 

For highly technical jobs out of their usual line of place 
ments, agency interviewers rely on various interviewing 
techniques. At Bing-Cronin, for instance, key words ot 
phrases related to the technical job are requested from the 
company listing the opening. During the interview these key 
words are watched tor in the applicant's description of his 
experience and qualifications, This and the general “sizing: 
up” process that is a good personnel specialist's most valu 


able attribute, determine whether or not the applicant 


s rk 
ferred to the company listing the technical opening. 

A good agency—in contrast with a slipshod one—will 
always try first to fill the job from its files when a job 
listing is received: a checkback will be made on the cards 
of people who have already registered to see whether any 
of them fill the bill. If the files fail to provide anyone with 
the particular combination of qualifications needed, news 
Whichever procedure is used, 


paper ads are inserted. 


agencies deplore the use of the shotgun approach—listin, 


the same job with a dozen different agencies. 
The harassed office executive trying desperately to get a 
qualified stenographer by Monday morning might point out 


that he sympathizes with the agency, but after all he has 
problems too. There’s safety in numbers and he feels that 
the more agencies he calls, the more applicants he will get, 
and the wider a selection he wil! have to choose trom. 

To this, agency spokesmen would reply that the common, 
garden variety jobs demanding no very specialized attributes 
can probably be filled from the tiles of one good agency as 
easily as they could be from the cards ot a half-dozen, and 
that a job calling for an unusual combination of abilities 
will draw the same group of applicants whether it is adver- 
tised by one agency or fitteen. 

And to this, they would add an obvious advantage ot 
working with one agency for each general classification of 
jobs to be filled. If one agency is used over a period of ume, 
the agency people become thoroughly familiar with the 
client company, its specific requirements, and its general 
prelerences on types of personnel, Given enough experience 
of this sort with a given company, the agency interviewers 
can reach the point where their screening process tor appli 
cants for jobs with that company can become extremely 
precise. 

It an employer does decide to work with one agency tor 
each general type of job opening in his office, he is best ad 
vised, in Miss Cronin’s opinion, to depend on a specialized 
agency if he has a great many technical or protessional 
openings, on any good general agency tor executives, and 
on the nearby general agency for clerical staff. 

How to select a “good” agency is a slightly more difficult 
question. Any agency executive will candidly admit that 
there are some pretty poor agencies in existence at any given 


by SLOANE 


Bare floors . . . trail-packed coverings . . . worn carpets—bad 


for business. Put your office on the preferred list. . . for clients 


... with Carpet by Sloane’s. Top values, dependable qualities 


... widest selections ... plus advice by specialists . .. accurate 


measurements . . . economical cutting. 


You pay no more at Sloane’s...Compare before you buy 


oe 


We invite your inquiry 


FIFTH AVENUE AT 47TH ST. NEW YORK 17 
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tume, even though the poor ones usually don't survive too 
long. Generally, the personnel director planning some per 
manent arrangement is best advised to shop around a bit, 
talk to various agency executives, and then try out the par 
ticular agency which has made the best impression on him, 
or of which he has heard the best reports. If the applicants 
sent him by the agency work out well, then he can start 
thinking in terms of a more or less permanent working ar 
rangement, and the agency, reciprocally, can afford to invest 
more time in learning as much as possible about the client's 
company, and the general type of employees best suited to it. 

In the last analysis, every agency wants to do a good job 
it must if it is to survive, since an agency doesn’t earn a fee 
unless the applicant it refers to a job opening is hired. The 
plaintive cry, “The agency never sends me any qualified 
people,’ may mean that the complaining executive is using 
an inefhicient agency, but it’s just as apt to indicate that the 
job descriptions he is furnishing the agency are so vague or 
so abbreviated that the agency simply doesn’t know what 
type of people he is looking for. It is of course the agency's 
job to learn as much as possible about exactly what the job 
consists of, and exactly what qualifications are necessary, 
but the agency is working in the dark to an extent, an | 
has no way of anticipating unusual requirements that ar. 
not necessarily implied in the job description. 

As important as anything else in the selection of appli 
cants to be reterred to a particular job are the personality 
factors desired by the employer, and here again only his 
cooperation and frankness in describing the type of employ 
ees he preters will enable the agency to do a good job. 

So—that 1s another plea every good agency makes to its 
clients. The more time a personnel director is willing to 
take to explain exactly what characteristics he wants, the 
better the agency likes it. This is no contradiction of the 
previous statement that one of the banes of agency life is the 
personnel executive who demands a worker with a highly 
improbable combination of skills on twelve hours’ notice. 
Given enough time, most agencies will make an effort to 
find workers meeting any conceivable set of conditions. 

Properly used, the employment agency can be an effective 
extension of a company personnel department. A good agency 
does a good screening job, and insures that the ofhice person 
nel executive is not bogged down in long hours of interview 
ing unqualified people. It very often can produce qualified 
people for any type of job faster than direct company recruit 
ment procedures could. Because so many high caliber em 
ployees prefer to apply for a job through an intermediary 
in this case the agency—rather than through direct applica 
tion at an employment office, the agency is also able to 
supply quality employees for jobs above the routine level 
where direct recruitment often fails. 

And, even though it may send through some candidates 
from time to time who make employment managers yearn 
for early retirement, it usually delivers the goods. The short 
age of good office personnel affects the agencies, too, and 
sometimes candidates are referred to a yob to which they 
wouldn’t ordinarily be there aren't 
enough highly qualified people to go around, It makes the 
personnel] director 


sent, simply because 
go grey before his time, it makes him 
think dark thoughts about all agencies and their methods 
but, in the end, being a realist, he hires the applicant any 
way. The personnel shortage is still with us, and he knows 
it. If a candidate is the best a good agency can send him, he’s 


probably the best that’s available at that moment. 
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With their TWO-PLI-TOP FOLDER 


Saves space and money 
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? - The top edge and tab of 
s - Smead's TWO -PLI-TOP 
folders are reinforced by 

turning over and glueing 

an extra inch of stock. 

This gives a smooth, 

rolled non-cutting edge 

of double strength at 
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est wear. Made of 
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PLI-TOP FOLDER of 9'/2-point thick- 
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e 


ness at the tab— more than twice that 


of a standard single top heavy- 
weight 11-point folder. 


NOTE THIS CONSTRUCTION! Ss 


9'\/% points of paper folded over and glued— 
with 4-point thickness of glue gives 23 points 
of strength ot the place of greater weor. 


Smead's TWO-PLI-TOP folders, medium 
heavy-weight9'/2 -point 2/scuttabs(illustrated) 
cost approximately4.90 per thousand less 
than standard single top heavy-weight 11- 
point folders. 

Smead's TWO-PLI-TOP folder with its round- 7 
ed corners is a better folder than the standard 
single top because it is double at the point 
of greatest wear (the tab). Tabs will wear 
longer and the rolled edge eliminates cuts 
and scratches of file clerks’ fingers 


One thousand 9'/)-point TWO-PLI-TOP folders will take 
up 3 inches less spoce in a standard drawer file than will 


be token up by one thousand 11-point standard single 
top folders because the TWO-PLI-TOP is above corre- 


spondence height 
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Am MANUFACTURING CO. 


HASTINGS, MINNESOTA LOGAN, OHIO 


Write us today for a free 
sample of Smeed's TWO- 
PLI-TOP folder. Always use 
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Photo Courtesy Canadian Government 
Travel Bureau, Ottawa, Canada 


Weldon Roberts Erasers Correct Mistakes In| Any Language! 
Any Canadian will tell you that for half a century they've 
continued to be the Dominion’s biggest eraser “buy”. Today, in 
Canada’s rapidly expanding economy the demand for Weldon 
Roberts Erasers is greater than ever. 


These finest, most uniform erasers are made in styles and sizes 
which exactly suit your requirements for quickest, cleanest 
erasing of mistakes in business machine writing and handwriting. 
Ask your stationer, 


121 ELLIPTIC. Soft gray 
eraser in handy elliptical 
shape for pencil or inl 
erasures on all types of 
work. For office workers, 
typists, draftamen, artists. 
Excellent for erasing ball 
point ink! 


930 ENSEMBLE (Pink & Cray 
Rubber). A combination eraser 
that does most everything. Handy, 
bias beveled shape. Soft pink 
panctl rubber joined to soft gray 
ink eraser. For ink, pencil and 


Evuprtic 12! 
Weldon Robeld 


MADE IN NEWARK. USA 
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crayon erasing. ~ 


440 GREEN GLOw. Soft, smooth, 
pliable eraser in attractive green color for 
vs and cleaning work. F 
ubby” shape with bevelee 
ends. Por office, drafting, art, school and 
general use. (Large sise No. 441.) 


JET ERASER Convenient cylindrical stick eraser in attrac- 
tive, transparent plastic holder. Tip unserews so eraser can be 
moved outward. Red rubber for pencil erasing, gray rubber for 
typists, Refills, Tops for typing, accounting, drafting, profes. 
sional and student use. 


Gree" Glow 
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( Valdon Roberta Groner 
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t 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World's Foremost Eraser Specialists 


Waldon Roferts 
Gnansaus 


Correct Mistakes in Any Language 


66 


NOMA  conference— 
(From page 19) 


of $250 annually in a company realizing five per cent profit 
before taxes is the equivalent of a $5,000 increase in sales. A 
savings of $25,000 a year in a company meeting the same 
conditions is the equivalent of $500,000 in sales. 

The best place to start a methods improvement program 
is in the responsible executive’s own job, Mr, Reilman said, 
adding that while self-analysis and self-criticism are very 
difficult for the average individual, some basic questions, 
honestly answered, will make the evaluation accurate. After 
reorganizing his own work, the office manager then goes on 
to develop and plan an office methods program covering 
other functions under his jurisdiction. Such a program should 
be a continuing affair, he said. 

The second speaker at the Tuesday morning session, Dr. 
Wesley Wiksell, professor of speech, Louisiana State Um 
versity, stated that the supervisor's chief responsibility in his 
post is to act as a communications center between manape- 
ment and employees. Talking on “Progress through Better 
Communication,” he stated that U. S$. Department of Labor 
figures indicate that most executives operate at only 20 per 
cent efhiciency from the standpoint of effective communi 
cations. 

“In other words, about 80 per cent of what you say to a 
man is distorted, is not accepted, or often resented,” he told 
the audience. 

Dr. Wiksell attributed the “breakdown in communica 
tions” to four main causes: 

“We do not recognize the fact that communication 1s im- 
portant. How many of you say, ‘My communication is the 
most important part of my job’? Not many, 

“Secondly, we have communication breakdown because 
people will not tell us. How many of your men will tell 
you? They will give you what you want, but they will not 
tell you the truth. They will not ‘stick their necks out.’ Be 
cause they say little to you, you assume that they agree, that 
your communication is good, that there are no misunder 
standings. You assume that silence on the part of a listener 
means assent—actually silence implies disagreement as often 
as consent, 

“The third reason for the breakdown 1s that we are likely 
to blame the other fellow if there is a misunderstanding. It 
is my responsibility to be clear, as it is with you or your 
foremen or your supervisor. 

“The fourth reason for the breakdown is the business ot 
listening. Why is nobody listening to you? Because you are 
not listening to them! You might have never listened. Since 
you will not listen to them, they are not listening to you.” 

Using two blackboards and single-word placards which 
he placed in sequence on the boards to emphasize his points, 
Dr. Wiksell discussed the nature of listening at some length, 
stating that nothing was more essential to today’s executives 
than cultivation of good listening habits. 

“From the standpoint ol handling complaints, we know 
that one of the best ways is to listen, avoid talking, retrain 
from arguing. Just listen to what the person has to say. 
Pretty soon, he may talk himself into ‘it isn’t so bad after 
all,” he declared. 

At the afternoon session on Tuc sday, James Thomson, 


special staff assistant, Accounting Department, United States 
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Steel Corp., discussing “Machines—A Solution or a Prob 
lem?” discussed the integrated data processing system in 
stituted by that concern, which was described in the March 
and April issues of Office Management. 


The speaker outlined the theory of integrated data pro 
cessing—recording data automatically or manually at the 
time and place of their origin on devices which preserve the 
data in a mechanical form, and requiring that al] subsequent 
processing of those data be performed in a mechanical or 
automatic fashion, 


He also discussed the problems inherent in transierring 
data automatically from one machine to another in the data 
processing sequence, and described the “common language” 
used by U. S. Steel to carry the data through the various 
stages of processing—the five-channel punched paper tape. 
Office machines now using the same common language code 
include production recorders, adding machines, bookkeeping 
machines, typewriters, calculators, tape to punched card, 
punched card, and tape and high speed data processing 
equipment, he reported. 


The final conterence session was a panel discussion on 
Wednesday morning on “Office Practices, Privileges, and 
Problems.” Panel members were R. F. Prinz, Prudential! 
Insurance Co, of America, Los Angeles; G. H. Briggs, Saco 
Lowell Shops, Biddetord, Me.; Mrs. Beatrice Chamberlin, 
Mutual Benefit Health & Accident Association, Omaha; and 


R. L. Hart, Canada Wire & Cable Co., Ltd., Toronto, Ont. 


Mrs. Chamberlin, the first speaker, discussing “Ofhce 
Dress and Personal Cleanliness” said that her company has 
achieved good results by stressing good grooming through 


out personnel recruitment and 


training. The best groomed 
employees are used for recruitment purposes, and proper 
dress and personal cleanliness are stressed throughout new 
employees’ indoctrination period. At the “six-month inter 
view” given every new employee, his or her personal ap 
pearance is checked again. 

The second speaker, Mr. Prinz, discussing the “Coffee 
Hour, Relief Periods, and Telephone Privileges,” said that 
his company does not permit coffee breaks, nor does it: per 
mit food or refreshments of any kind to be brought into the 
ofhce, and said, in response to questions trom the floor, that 
he believed the coffee hour custom could be broken in an 
office if the employees have been in the habit of going out 
for coffee. He acknowledged that it would be extremely dif 
hicult to end the custom if management has already started a 


policy ol serving coffee in the office to employees. 


Mr. Hart, discussing “Attendance and Punctuality” ad 
vised supervisors who had serious punctuality or attendance 
problems to “look at themselves first.”” Employees will pat 
tern themselves on their supervisors, he said, and this is 
particularly true of punctuality. 


The whole problem of attendance and punctuality is ag 
gravated by the current shortage of ofhice personnel, Mr. 
Hart conceded, but he maintained that employees who 
habiiually abuse office regulations on these scores should be 


discharged whenever it is at all possible. 


The final speaker of the Wednesday morning session, 
G. H. Briggs, talking on “Vacations, Holidays, and Leaves 
of Absence,” said that two weeks vacation with pay is now 
the absolute minimum of leave time throughout industry, 
and that there is a distinct trend to granting employees with 
a given number of years’ service a longer period than the 
customary “two weeks with pay.” 
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aluminum 
chairs 


CUTTING COSTS 


You can cut your office costs, by increasing your office 
efficiency. Properly seated office workers are more 
efficient—and therefore, less costly. 


FINE-REST Aluminum chairs will increase produc- 
tivity, and seduce absenteeism, fatigue, and errors. 
FINE-REST chairs provide a service that pays for 
itself. Why not let your dealer demonstrate the 
FINE-REST cost-saving features? 


Write for the name of your nearest FINE-REST dealer. 


“America’s Standard of Business Seating” 


ALUMINUM SEATING 


17 $. CHERRY STREET * AKRON 8,OHIO 


AETNA SAFE CO, 46-50 W. 2%h ST. N. Ff. 
METROPOLITAN N.Y. & EXPORT DISTRIBUTOR 


Dishiibulor 
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Clockwork! 


STROMAL 


Marking Crayon 


There's an efficient, foolproof STAONAL crayon for every purpose 


=—shipping, receiving, pricing, assembling, warehousing, inven- 


torying. Or if you need a special kind, tell us your problem—we're 


used to solving every 


STAONAL marking and checking crayons are gritless, waterproof, 


kind! 


permanent, or semi-permanent, as required. 


For checking purposes 


Trvri ttre PUUUTE TOT, oo oe 


For marking china, tin, ete ©... 6. eee STAONAL ICT 
For general marking and shipping .. .. +... STAONAL No, 2 
For marking glass and cellophane..............STAONAL No, 4 
For marking leather, fabrics ........... .....STAONAL No, 5 


For marking rubber . 


ETT OT TTT eT Tre STAONAL No, 11 


For marking wet or dry lumber .........645. .. .STAONAL No. 29 


SEND FOR FREE 
IMustrated marking 
crayon price sheet 

to Dept. TOM-7 
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BINNEY & SMITH INC. 


380 Madison Avenue, New York 17, N. Y. 


Leaves of absence are among the most difficult office prop- 
lems to handle, he pointed out, and said that in his company 
the decision as to whether or not an employee's reasons for 
requesting leave are valid is left to a committee. Before the 
committee will consider the request however, the application 
must have the approval of the employee's foreman or super 
visor. In reply to a question from the floor, he said that his 
company has not set any arbitrary limit on the number of 
leaves which an employee may ask. 

Social events of the conference included the chapter presi 
dents’ dinner on Sunday evening preceding the opening of 
the conference sessions, the annual banquet on Tuesday 
evening, and the annual luncheon on Wednesday afternoon 
following the last conference session. 


Calvin D. Johnson, executive assistant to the vice president, 


| Remington Rand Inc., was the principal speaker at the an 


nual banquet. Attacking talk of a depression in this country, 


Mr. Johnson asserted that the continuing expansion of the 


American market would insure prosperity for years to come, 
in his talk, “Our Priceless Heritage.” 

The banquet was also the scene of the presentations of 
NOMA’s two top awards,—the Leffingwell Medal, and the 
Fellowship Award. The Lefhingwell Medal, presented an- 
nually “to that office executive who has made outstanding 
technical contributions in the field of office management” 
was presented this year to Jack C. Staehle, director of indus 
| trial relations for Aldens, Inc., Chicago. 


The Fellowship Award, given each year to “an out 


standing individual who has advanced through the work of 
| the office to a position of top management responsibility, was 
| given this year to Joseph P. Monge, vice president and treas- 
urer of the Canadian International Paper Co., Montreal. 


At the chapter presidents’ dinner on Sunday evening, the 
|Schulhof and Publicity Awards were presented, and the 
Geyer Award explained. This year, for the first time, the 
/newly-created “Business Teacher of the Year Award” was 
presented to Mrs, Ruby Baxter, of the Grayson High School, 
| Grayson, La. 


| Other events of the conference included the Chapter 
Officers’ Council, and a tea for women delegates and guests, 
, both held on Sunday afternoon; a luncheon and entertain- 
ment for wives and guests on Monday; and a tour of St. 
Louis on Tuesday. 

The business show was held at St. Louis’ Kiel Auditorium 
for the duration of the conference and for one day following 
the close of the meetings. More than 100 exhibitors took 
space to display their products at this year’s show, making 

| it the largest NOMA business show ever held. 


New building or old? 


(From page 20) 


It is also true that many well-managed older buildings have 
been modernized to such a complete extent that they, too, 
offer the latest developments like air-conditioning and 
streamlined appearance and operation. 

Sometimes, a more efficient layout is possible in older 
ofhce buildings. The newer office buildings, so often plan- 
ned with emphasis on height and maximum peripheral 
space may make provision of extension work spaces well 
nigh impossible. Necessary elevator facilities in many of 
the towering new structures cut down on the central floor 
(area available for productive use. This problem is less acute 
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in many of the older buildings, either because they are not 
so tall and do not, therefore, require so much space tor cle 
vators or because they can offer greater area on upper floors 
as a result of the absence of setbacks. Where it is an operat 
ing advantage to have as many as possible of a concern’s re 
lated departments on the same floor, this could be an impor 
tant, if not a determining factor. 

It is also well to mention that location is always of mayor 
importance. Transportation, which has a decided bearing 
on attractive personnel, must be reckoned with. Because the 
more convenient locations are usually the first developed (as 
for example New York’s Wall Street and center city areas), 
the need for a good location may compel the choice of an 
older building. Moreover, buildings that remain in the “first 
class” category despite comparative age are to be found in 
neighborhoods of proven character. On this point, 42 Broad 
way may once more be cited. Other neighborhoods may 
change, other types of business migrate, but once the finan 
cial center takes root in a metropolis it never moves, Many 
newer buildings are located in neighborhoods whose even 
tual character is vet to be determined, 

Having given older space the “once-over lightly,” now tor 
the advantages newer office buildings can offer their tenants. 

First of all, there is usually the obvious advantage of air 
conditioning throughout the entire building—distinctively 
an economic advantage. As payrolls are generally the larg 
est single expense of any business, anything that raises em 
ployee productivity is of tremendous value. Moreover, ot 
tices which might otherwise be forced to close during all or 
part of August “dog-days” are enabled by air conditioning 
to get fulltime productivity throughout the Summer—a 
hefty saving in employee time otherwise lost. 

Then, too, the emphasis most of the newer buildings place 
on providing maximum peripheral space has detinite ad 
vantages lor various types of occupants. It yours is a firm 
with many executive offices to be placed in window positions 
and very tew large pools of personnel to be grouped togeth 
er, then peripheral! space is of great value. It may be that 
your best location from the standpoint of operating efficiency 
would be on the upper floors of one of the newer buildings, 
where peripheral space predominates. 

There is also the advantage of starting from scratch in 
new buildings . . . having partitions, walls, ete., installed to 
suit your operation and no other, having building service, 
decorating and maintenance questions resolved betore the 
building is occupied. 

Let me illustrate the type of advantages I find important 
in new buildings by describing the facts that led me to pur 
chase the leasehold of a new structure in New York's mid 
town. The tallest building put up in Manhattan since the 
war, it naturally provides a great deal of desirable upper 
floor space. It is completely air-conditiened and contains the 
latest vertical transportation and ioading facilities, ideal for 
the textile firms it was built to house. Everything about the 
property is up-to-the-minute and distinctively modern. In 
stead of the heavy masonry customary in older buildings, it 
has a skitype construction of light steel and glass. This 
provides the maximum amount of daylight for the interior 
and yx rmits the most flexible use of the outer wall space. 

Ot course, the guiding concern here, as always, was that 
this building could be counted upon to attract the finest 
type tenants. As I've said before, if a building will appeal to 
well rated corporations, it will appeal to me as a real estate 


investment. 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 


* 


RNS 


Manufacturing Company 
Framingham, Massachusetts 
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The Acco Vasteners 
in Accopress Binders 
bold from 2 to 2000 
sheets, Capacities 


ACCOPRESS 


AC 
' BINDERS 


Accopress Binders are the economical loose leaf—or 
permanent—means of binding all your business 
vapers. Made of fine pressboard. Long in life. Low 
in cost. Stack flat. They insure permanent safety for 
all records—letters, orders, contracts, invoices, re- 
ports, etc. Choice of many styles and sizes. Ask your 
Stationer. 
ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Lid., Toronto 


Trade Mark ~— 4 
PLYMOUTH RUBBER BANDS 
OUTSTRETCH .. OUTLAST... OUTSELL... ALL OTHERS 


@ Bands for Every Purpose 


UL 


@ We'll Make Them for <o""# aN 
Your Special Needs Sho Housekeeping 


Les sovranste 


Poon pisTRIBUTED 


All Plymouth Standard Bands Made to Federal Specifications 
PLYMOUTH RUBBER COMPANY, Inc., Canton, Mass 


AVAILABLE AT YOUR REGULAR SUPPLIERS 


| Yesterday— 
(From page 26) 


tions will have office engineering departments responsi- 
ble for selection and adaptation of machinery to pro 
duction, scheduling of work and conducting research. 
| hope our universities will envision this trend and 
offer appropriate courses for men whom we will need. 


| believe we will re-examine the supposed cost advan 
tage of highly specialized repetitive tasks to determine 
more accurately the point of diminishing returns. We 
may find that job enlargement, an antidote to the dead 
ening monotony of simple repetitive work, will pay off 
in lower unit cost. 


Production standards for incentive pay will be restricted 
to those jobs of a highly repetitive nature, while the 
principle of group work measurment will be adopted 
tor the balance of the organization, 


Increased emphasis will be placed on motivation of 
the office supervisor and a more equitable evaluation otf 
his performance in relation to costs. 


One of the most challenging tasks which confronts the 
ofhce manager today and in the future is to relate wages 
to production rather than time spent on the job. Our 
wage policy in the office has traditionally been based 
upon hours of work with the assumption, which we 
know is not true, that this unit uniformly reflects 
production. To be sure, some recognition is given to 
production in merit rating but the worker has not been 
convinced that he or she will be compensated in accord 
ance with performance. Work measurement and stand- 
ards of periormance are the tools available for establish 
ing an equitable distribution of the salary fund. 


There will be developed equitable standards for the 
appraisal of supervisors and department heads and their 
compensation will reflect their relative performance. 


Increased attention will be given to training in fast 
reading for clerical workers and adequate tests will be 
devised which will enable us to screen out applicants 
with substandard reading ability. 


More industries will organize tor the development of 
institutional education courses along the lines of the 
work being done by public utilities, banks and in the 
insurance business. As a medium for the development 


Oo; personnel, these courses have proven most effective. 


And, finally, I predict that the Office Fxecutives Asso 
ciation of New York and the National Association will 
play an even greater role during the next quarter cen- 
tury in promoting cooperative research in our area ol 
interest, 


It Is in human nature to resist change. Sut we cannot 


| stand still and let the worfd move past us—it has a way of 


doing that. The changes effected by sound office production 
management have contributed much to bring about a rise 


in our national economy. Within the next twenty-five years, 


| tremendous technical advances will give rise to even greater 


social and economic problems that will affect us all. The 
need for dealing with these articulately will raise the status 
of the office production manager far beyond where it now 


is. Let us prepare to move forward at once and meet the 
new challenge. 
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Data processing— 
(From page 33) 


ing when it is returned by the salesman. This too is sent out 
to the salesman for use after he has seen the prospect, and 
carries space for the salesman’s remarks and comments con 
cerning the prospect. The “report of call,” when filled out 
by the salesman after his call, becomes, ot 
that 
which is in 


course, a new 


source of intormation about particular advertising 


intormation 


prospect- turn coded 


master form for that particular prospect. 

Here again, we have a complete cycle of data processing 
in which data is manually entered only at its point of re 
ceipt within the office. Every other step in the process is 
automatic. What equipment is involved? A standard office 
device to transmit the coded information from the master 
card to other forms and documents. 

This is what has been accomplished in one small othe, 
which has particularly complex data processing problems. 
It has been done with a total expenditure for new equip 
ment of a few hundred dollars only. 

What are the results? Obviously, the new system is a 
much faster and more economical way to carry on routine 
office functions. Obviously, too a more accurate and satis 
factory system has been achieved to give management exec 
utives the information they require. A complex survey of a 
certain job category within companies meeting several dil 
ferent conditions was at one time almost impossible. 

One example will illustrate the savings in time and per 
sonnel achieved in just one phase of office operations. The 
processing of reader reply cards through the office to the 
manufacturers of the keyed items used to take two clerks 
four days under the old system. Now one clerical worker 
can carry through the entire process in three days, 

This is a system especially designed tor a particular office 
of a particular size. It makes use of the tools which are ap 
propriate to that office and the scope of its operations. But 
the basic principles of the system itself would be appro 
priate to any office anywhere. An office with problems of a 
different sort would probably require different tools to put 
the system into effect. A larger office, with a greater flow of 
data, might require more complex tools. 

The basic principles of integrated data processing and a 
common language would still not alter 
effective in the other offices as they have proved in this one, 

What the office today needs is, first of all, a thorough 
understanding of the basic things it is trying to achieve 
the major areas in which it has to operate. Then, after this 
overall picture has been completed, ofhce procedures can be 
redesigned to follow the integrated data processing principle 
in those major areas. Then, and only then, when the pro 
cedures have been laid out, and the advantages of the re 
designed procedures have been estimated, is it time to check 
to see what new machines will be needed. There will prob 
ably be a few gaps where a new machine is required, but 
in a small office there will not be many. The new machine 
will be only one link 


even though it may be a very im 


portant one—in a whole new way of doing things. 

That is the real office revolution. It is here today. Its ad 
vantages are open to every office, no matter its size, that has 
the courage to take advantage of the new principles of in- 


tegrated data processing and the common language. 
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into the 


they would be as | 


DIXIE “cotor-keveo” CAPR/ 


Brilliantly conceived member of the striking new Dixie 
“Holiday” series. Wonderful for reception room, lounge, 
show room, office — or home! New square-tube frames in 
satin-steel, or your choice of seven decorator colors in 
“EPON.” Covers available in rich “Color-Keyed” tones to 
blend with frames. Coil-spring seats, backs. 


Color-Keyed, > 
DIXIE CHROME 
wet” PRODUCTS 


send Jrcetton 
sheets = pixie 
too aas meh 
+ 
. 4 
eigetto™ ” Division of $ 
course 


pies. 


Cc lidated Mig. Corp. 
Irving (DALLAS COUNTY) Texas 


SIGNALS FOR BUSINESS 


Evert control 


office system with Grafico Signals. The: 


new over an thy al 
forget Always there to 
start, check tlert. Yeu 
dealer HW be glad to explain what 
thes can do tor 


never stop 


ollie 


suppls 


your particular needs 


GEORGE B. GRAFF COMPANY 


54 Washburn Ave., Cambridge 40, Mass. 


» . SONALS 
ond MAPTACKS 


Keep BUSINESS Under Contre! 


71 
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NO USE 
LOOKING 
OSCAR... YOu 


CAN'T SEE my 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


T H E N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


NVELOPE CO 
“Outlook” Envelopes. Est. 1902 
BTON BLVD., CHICAGO 7, ILL. 


ALE 


LOCKERETTE 
8 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light Employees do 
not face the weather tm 
damp wraps that have 
been crumpled in) dark 
lockers— lo not eat sorry 
lunches, soaked by wet 
hats or loves Fach 
person has his own 
spaced coat hanger, venti 
lated hat shelf and 1°" 
x i2° =x 315° deep 
box for lunches 

and personal effects 


lock 


tools 


Lockerettes save 
too the No. 6-12 
Improves health and morale— (2-columt) —aecommo 


lower absenteeism. Cates 5% people in © feet 


the No. 9-18 (illustrated) 
Write for Bulletin OL-4 


apaet 


sccoommodates 1S in & 
feet 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 


CLASSIFIED ADVERTISING 


Rates are |5c¢ a word. Minimum charge $3.00. 
in advance. 


Payable 
Address replies to all Box Number ads c/o 


| OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment - 


VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, ete. All 
equipment thoroughly rebuilt and guaranteed, Commercial Card System 
Co., 135 Grand St., New York 13, N. Y 


Model 2000 with feed expirator and 
years old, reasonably priced. Contact Box 6, 
New York 5, New York. Attention Purchasing 


FOR SALE ADDRESSOGRAPH 
lister Equipment tw 
Wall Street Station, 
Department 


DITTO GELATIN PROCESS §S-20 Electric 1491. Priced to sell. 1951 
model—excellent condition. 2 Metal gelatin roll conditioning cabinets 
on casters. Operator's chair; other accessories. Bargain, Write U. O. 
Colson Company, Paris, Illinois. 


CALCULATORS AND ADDING MACHINES Wanted, all makes. 
State make, model, serial number and adding capacity. International 
Office Appliances Inc., 326 Broadway, New York 7, N. 


ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 
Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 Ist Ave., Seattle, Wash 


Positions Wanted 

HITECT-DESIGNER, spec 
fice layouts, wishes connection 
tributor, will invest. O.M. 163 


lized in commercial interiors, experienced 


AR¢ 
ad or partner with manufacturer or 


ship 


MOUNT HOLYOKE early June graduate seeks office position in Boston 
r New York. Has majored in English Composition and has had experi- 
ence in writing tor 4 publications uld appreciate position where 
be of service in the production of reports, 
and similar work. O. M 


sch 
il qualificatio may : 
bulletins and publications 165 


RTISING PUBLICITY MANAGER AVAILABLI News 


editorial Solid quaintane management, office 


ADVI 
ing, la its, 


ment a 


Business Opportunities 


PROFITABLE FRANCHISES 


AVAILABLE 


mpora 


fitable } r ot 


m Ave., Milwaukee 3, 


y heip ser | into 

» Miss Lewis 330 W. Kilbo 
FOR SALE b eller for profession . medic insurance company 
Modern one-story, n n off muilding, 170 foot frontage on Colorado 
hitecturally 

thee com- 
Kitchen, 
O.M. 164. 


es Archite 
ins. Inter-« 
insulated 
invited 


heatir 


reed air 
parking lot. Br 


kers 


Miscellaneous 


Manpower, Inc 
mptometer operators 
a month or 


NEED TEMPORARY OFFICE HELP? 
eed tem bookkeepe 


s e operate 
, Milwaukee, 

» San Francisco 
Manpower, Inc., for 


with 


Call qualified 
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Case of the month— 
(From page 48) 


last trunk busy registrations must be compared with the 
total demand for each set of each type of equipment to 
determine whether such busy registrations are excessive. 
It all of one set of equipment is used less than two or 
three percent of the total number of needs tor that set, 
there is probably sufficient equipment of that type in use. 


The telephone company is interested in providing its 
customers with efficient PBX equipment and therefore con 
ducts periodic trafic surveys to determine equipment needs 
and arrangements. However, frequent revision of station 
assignments or numerous new installations in a short period 
of time can easily unbalance the equipment. It is there 
fore advisable for some member of any large organization 
to have sufficient basic knowledge of the mechanical equip 
ment and the amount thereof in use to determine whether 
the attention of the telephone company should be called 
to possible errors in assignments and either overloads or 
underloads on certain Insufficient 


types of equipment. 


equipment greatly reduces the efhciency of internal com 
munication whereas excess equipment is not financially justi 
fied. Far too many organizations accept their telephone 
switchboard and mechanical room charges as an unfortunate 
necessity which must be tolerated and not questioned. [t 1s 
felt that the Barnes Hospital-Washington University Med 
ical Center has questioned these charges to its advantage in 
improvement of efhiciency with little increase of service 


charges and actual reduction for certain types of equipment. 


Keynote; economy— 
(From page 25) 


| AC h 


type, making it easily accessible to other offices, and com 


operating executive's office is of the “open-end” 
pany personnel, and climinating the subtle psychological 


barrier imposed by a door. 


Straight-line work flow has been designed into the new 


offices, with desks arranged so the work of each person ts 


! 
related to that being done by his neighbors. Since each de 
partment has its own storage areas and file cabinets nearby, 
a great deal of ofhce trafhe and backtracking of papers or 


other correspondence has been climinated in the new ofhices. 


The reception area, which is separated from the main 
ofh by a very large acoustic panel, features a Spec ially 
designed receptionist’s desk located next to the company 
switchboard. The “L” shaped desk, and _ its placement so 
near the switchboard make it possible for the receptionist to 
take over the switchboard very easily whenever it is neces 


sary lor any reason. 


Another distinguishing feature of the reception area is a 
mobile display made of tour vertical black satin painted steel 
bars. Each bar has two removable hardwood display panels 
mounted at right angles to each other at different levels. 
Painted in bright colors to attract the attention of visitors, 
the panels are used to mount samples of Thomas & Betts 
promotional material or actual products. 


From reception area on through the office area, in short, 


Thomas & Betts is an outstanding example of how ingenuity 
and efficiency in office repair can produce a handsome, 


functional working unit—without excessive costs, 
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On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


Ask your stationer to show you the 


Gsterbrook 


DESK PEN SET with 
The PEN THAT FILLS ITSELF H 
ond lets you 
choose the right point 
for the way you write...by number 


Model 
444 


The Esterbrook Pen Company, Camden 1, New Jersey 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD 
92 FLEET ST., EAST; TORONTO, ONTARIO 


SS... FOR ALL TRAVELERS 
vi 


I \en 

- by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
. 7338 Woodward Ave., Detroit 2, Mich. 
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THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 East Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated folder 


on chairs with fiber glass bases. 


Firm Name 
Address 


City State 
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Simple test demonstrates file-hardness of Bassick caster 


Pre-test caster wear 
before you buy 


Now you don't have to wonder how long Bassick 
casters will stand up on your office furniture. 

Get yourself a file and prove it. Bassick ball and 
raceway surfaces are case-hardened in special fur- 
naces to 15N90 Rockwell hardness. They are so 
hard that the file won't cut them. 

That's why Bassick’s will last longer, perform 
better, on office chairs and furniture. Just another 


good reason why nationally 
advertised Bassick casters 
are going on more and 
more office equipment 
every day. 


Smoother rolling, easier swiv- 
elling Bassick “Diamond- 
Arrow” line includes casters 
for wood and metal chairs, 
typewriter stands, etc. With 
““Baco”’ rubber tread or 
“Atlasite” hard composition 
wheels. 


THE BassickK ComMPANy, Bridgeport, 
2, Conn. In Canada: Belleville, Ont. 


ay | _. 
+ 
roy Bassick 


A DIVISION OF 


s, MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 


75 YEARS OF 


CASTER LEADERSHIP 


ADVERTISER'S INDEX 
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Ace Fastener Corp. , 45 
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American Cancer Society . 60 
American Lithofold Corp 
\gency  Burlingame-Grossman, Adv. 


American Supervisory Confer- 
ence, Inc 
teency 4) Toole Associates 


American Telephone & Tele- 
graph Co 
fyency—N. W. Ayer & Son, Inc 


B 
Bassick Co., The 74 


Agency James Thomas Chirurg Co 
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Baumgarten, Fred 73 
Beach Publishing Co 73 
Binney & Smith Co 68 


Agency \therton & Currier, Inc. 
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Corry-Jamestown Mfg. Corp. 
3rd Cover 


\ gency Walker = Downing 
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Dennison Mig. Co 69 
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Raytheon 
puts STEEL AGE 
in the picture 
for peak filing efficiency 


Tue Raytheon Manufacturing Company's new Today, thousands of American firms find that 
Mariners’ Pathfinder Radar now brings the quality-built, easy-to-operate Stee/ Age Files in- 
miracle and safety of electronic navigation to crease office efficiency, reduce overhead and 
even the small boat owner. improve employee relations. 

Like most products of modern industry, the If your filing system isn't keeping up with the 
Mariners’ Pathfinder Radar was born and devel- rest of your organization, call your local Stee/ 
oped from literally tons of correspondence, Age dealer. He'll introduce you to one of the most 
plans, blue-prints and specifications. Raytheon complete lines of office furniture in America .. . 
selected Stee/ Age Grade ‘‘A” Files for the efficient and his recommendation may save you consider- 
storage and handling of these records. able time and money. Call him today! 


}} 


SleeliAage 


The Quality Choice of Modern Offices 


CORRY-JAMESTOWN MFG. COoORg?., CORRY,. PA: 
Branch Offices: Boston « New York Philadelphia + Atlanta + Detroit + Chicago + Dallas + Los Angeles + Oakland 
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Something 


ap My W/ ...tor your Secretary and You 


in this NEW UNDERWOOD 150 


a Mv / 


A wide choice of type styles 
to PERSONALIZE YOUR LETTERS! 


oy Mew J Triple Touch Tuning 


to PERSONALIZE HER TOUCH! 


3 Kelp Mev / 


~~ Diamond Set 
Margins... 


a, Kelp Mow 


Color Control 
Keyboard... 


lp lov! 


4 Instant Margin 
4 4 
4 
a” 
/ 


and Tab Setting... 


Keay Mw £ 


Beautiful Color 
Combination... 


This smooth-running, easy-typing 
Underwood is something to really 
get excited about! 


You'll find it loaded with new 
advantages...to lighten and 
brighten your secretary's day. 


And you will smile with satisfac- 
tion when you see the accurate, 
crisp, clear work she can do now 

.and in the type style of your 
choice. 


It’s the finest typewriter you've 


ever laid eves or hands on. Ask 
your local Underwood office (listed 
in the Classified Directory) to tell 
you about this delightful new 
Underwood 150 and let your secre- 
tary try it in your own office, on 
your own work. Telephone now! 


Underwood Corporation 


Typewriters... Adding Machines... Accounting 
Machines...Carbon Paper...Ribbons ... Punched 
Card Equipment ...Electronic Computers 
One Park Avenue Underwood Limited 
New York 16, N. Y. Toronto 1, Canada 
Sales and Service Everywhere 


Yaderwoo .-. TYPEWRITER LEADER OF THE WORLD 
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